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General
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software described in this document is furnished under a license agreement and may be used only in
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Legal Counsel
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state and local regulations.
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AXIS

from AcuSport

General Operating Procedures

Login, Logout, and Lock Procedures

Login, Logout, and Lock Procedures control access to the Data Center application, specific functions, and
workstations.

o Log Intothe Data Center Application (see page 16)

¢ Log In with the Database Connection Settings Window (see page 18)

o Lock the Data Center Terminal (see page 19)

« Unlock the Data Center Terminal (see page 20)

o Close the Data Center Application (see page 21)

o Respond to a Close/Continue Window (see page 22)

o Log Out of the Data Center Application (see page 23)

Standard Procedures

Standard Procedures are routine actions that are performed and referenced as directed steps within larger,
feature-specific procedures.

o Selecta Date (see page 24)

o Selecta Single Product (see page 27)

o Select One or More Products (see page 28)

o Select or Add a Firearm Customer (see page 29)

o SelectaFirearm Vendor (see page 32)

o Selecta Transfer Agent (see page 34)

o Select a Firearm from the Firearm Inventory Window (see page 36)

e Describe a Firearm (see page 37)

o Describe a Serialized Nonfirearm Item (see page 39)

o Sortand Filter Onscreen Data (see page 40)

e Sort and Filter Reporting Screen Data (see page 44)

o Save and Print a Document (see page 48)

o Exporta Report to Excel (see page 49)
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Log In to the Data Center Application

1. Locate the AXIS Data Center icon on the desktop.

&

[ata Center

2. Click the AXIS Data Center icon to display the Data Center Initialization window.
Note: Some computers may be configured to require a double-click to open an application.

Configuring program container

3. When initialization finishes, the window closes and the system displays the Data Center Login
window.

Enter employee number. and password

4. Enter the employee number in the Employee # field.
5. Enter the password in the Password field.

6. Click the Login button to display the Data Center Main Menu screen.
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Log In with the Database Connection Settings
Window

Complete the following procedure to configure the AXIS RMS to communicate with the database server.

Note: This procedure is applicable only for new AXIS RMS installations and must be completed the first time
any AXIS RMS application is opened.

1. Click the appropriate AXIS application (Register, Data Center, or Form 4473) icon on the desktop to
display the Database Connection Settings window.

Note: Some computers may be configured to require a double-click to open an application.

m |
- £AXis

Please fill the Database Connection Settings and click submit

| Setver Name | h
Database Name

I |
User Name

| ' |

| Password | I

Please contact RTG Support at 1-B00-547-7120 for assistance

2. Enter the appropriate values in the Server Name, Database Name, User Name, and Password
fields.

3. Click the Submit button to encrypt the data and save the connection string in the configuration file.

4. When the application's login window appears, complete the login procedure.
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Lock the Data Center Terminal

This procedure allows a user to lock the present instance of the Data Center application until he/she returns

and unlocks it.
Note: Alock does not prevent another employee from opening another instance of the Data Center

application.

1. Click the AXIS tab to display the Access Control menu.

-—-.__‘ fagites  Feami  Guamihing  bwentory Monegement  Membethpt  MoiStore  Penonnel  POS Management Prigng  Purchasing  Range  Secewing Repots Work Onden Setup

T

Employee # § 100001

Password |

3. When ready to return, Unlock the Data Center Terminal (see page 20).
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Unlock the Data Center Terminal

This procedure allows the user that locked an instance of the Data Center application to unlock it.
Note: If another employee needs to use the Data Center application on this terminal, he/she may open
another instance of it.

1. Locate the terminal displaying the Data Center Unlock window.

Employee # § 100001

Password |

2. Note the employee number in the Employee # field.
3. Enter the employee's password in the Password field.
4. Click the Unlock button to remove the window and reactivate the Data Center screen.
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Close the Data Center Application

1. Locate the application's close button in the upper right corner of the window.

J& 1o - Cata Corter mpleyer tug S ——— = =
re

2. Clickthe window's Close (white X on red) button to display the Log Out or Lock? window.

Log Out or Lock?

3. Click the Log Out button to close the application.
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Respond to a Close/Continue Window

If the system displays a message window displaying Close and Continue buttons:

Customer does not have an email set. Please set a preferred email address.

o Click the Continue button to close the message window and continue working in the system.
o Click the Close button to close the Data Center application.
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Log Out of the Data Center Application

1. Click the AXIS tab to display the Access Control menu.

— s 0 Wi @ ping S Vo Wt e M et SO PO Wm0 g P g T P g TN e S Wk D IS
ﬁw.
B oo

p— & Lck

2. Click the Log Out button to display the Log Out or Lock? window.

Log Out or Lock?

3. Click the Log Out button to display the Login window.

|

4. Complete either of the following procedures as appropriate:
« Click the Cancel button to close the window and clear this instance of the application.

« Allow an employee to Log In to the Data Center Application (see page 16) from this window.
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Select a Date
Complete the following procedure to select a date from an onscreen calendar.
1. Navigate to the onscreen calendar.
Note: An onscreen calendar may be located directly on a screen or contained within a date entry field.

4 February, 2014 »
Calendar contained in a date o (o 100 8 T (5 (=
entry field
Bir’[h Date: 6/1/1950 1 26 27 28 0 30 31 1

3 4 5 & 7 8
Calendar located directly on e e e
h 15 17 18 19 20 21 22

the screen 23 24 26 27 28 1

2 3 4 5 6 7 &

2. Ifthe calendar is contained within a date entry field, click the calendar button to display the calendar
feature.

4 February, 2014 Pk

Su Mo Tu We Th Fr Sa

9 10 11 12 13 14 15
165 17 1B 19 20 21 22
23 24 26 27 28 1

1]

1
on

1
(2=

3. Complete the following procedures as needed to display and select the desired date:
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Select a Year

. Click the calendar's month/year title (e.g., February, 2014) to

display months for the currently-selected year.

4

Jan

May

Sep

2014

Feb

Jun

Oct

fdar

Jul

MNaowv

3

Apr

Aug

Dec

. Click the calendar's year title (e.g., 2014) to display a range of

years surrounding the currently-selected year.

4

2003

2013

2017

2010-2019

2010 2011

2014 | 2015

2018 2019

»

2012

2016

2020

. If needed, click the arrow (<« P>) buttons on either side of the

title to navigate to an earlier or later range of years.

selected year.

. Click the desired year to select it and display months for the

4

Jan

May

Sep

Feb

Jun

Oct

2014

fdar

Jul

[

Apr

Aug

Dec

. Select the desired month and day.
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Select a Month 1. Complete either of these procedures to display a different
month.

o Click the arrow (« P>) buttons on either side of the title
as needed to navigate to and select a previous or later
month.

« Select the desired month from a year's range:

1. Click the calendar's month/year title (e.g.,

February, 2014) to display months for the
currently-selected year.

4 2014 .4

Jan Feb Mar Apr

May Jun Jul Aug

Sep Oct Mow Dec

2. Click the desired month to select it.
2. Select the desired day.

Select a Day Click the desired day/date in the displayed month to select it.
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Select a Single Product

1. Navigate to the Product Search window.
1. Access one of the following locations in the Data Center application as appropriate:

+ Case Quantity screen (either Search button)

o Product Kits screen (Add Kit Item button in a kit's Product Kit Items record)

o Purchase Orders screen (Add Product button in a purchase order’s Edit Purchase
Order window)

o Receiving Details screen (Product Search button)

o Open Work Orders (gunsmithing) screen (a work order’s Product button)

o Open Work Orders (non-firearm) screen (a work order’s Product button)

2. Click the indicated button to display the Product Search window.

Description | Product Search upc |
Attribute Descriptor Please select a single item

f%] UPC Description QoH Price

(MANUFACTURER 0023614072010 Browning 1911-22 COMP AUTO Black 0 $549.00

(et ) 0076683239143 Speer 327 Federal 115 Grain Gold Dot 16 $24.99
01123456 ZOMBIE WITH KID TARGET 106 $1.99 4
1112345678 ZOMBIE WITH WOMAN 62 $1.99 |
0123 Z0OMBIE CLOWN 69 $1.99
123345 Blue Widget 7 $9.99
0123456789123 TEST ITEM 20 $35.99
029465027131 Federal Field 8 Range 12 Ga. 2 3/4" 1 -7 $9.99
[[139873336 BAD GUY TARGET 37 $1.99

_ _ O 600000000000 PISTOL LANE 0 $20.00

Del Attribute Descriptor |EEPRRnel PISTOL SECOND SHOOTER 0 $20.00
© 600000000002 LONG GUN LANE 0 $20.00
0600000000003 LONG GUN SECOND SHOOTER 0 $20.00
[ ANNNNNNNINNNA INTRO TO HAKNDGIEINS n 475 nn

 Clear

Select -

2. Complete any of these procedures to limit the number of products shown:
o Enter all or part of a product’s description in the Description field.
o Enter all or part of a product’'s UPC code number in the UPC field.
« Click an Attribute button and one of its associated Descriptor buttons. (Repeat as needed to
further restrict products with additional attributes and descriptors.)
o Click the Clear button to remove all Attribute/Descriptor filters.
3. Check a product’s checkbox to select the product.
4. Click the Select button to close the Product Search window.
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Select One or More Products

1. Navigate to the Product Search window.
1. Access one of the following locations in the Data Center application as appropriate:

+ Special Orders Report screen (Product Search button in the order's Special Order
Request window )

e Quick Pick Setup screen (Add button in the contents section)

o Memberships screen (Add Products button in a membership incentive's details record)

o Markup Categories screen (Add Products button in a category's Markup Category
Items record)

¢ Receiving Details screen (Product Search button)

2. Click the indicated button to display the Product Search window.

Desciiption| | Product Search upC
Attribute Descriptor Please select all that apply
%] UPC Description QoH Price
(MANUFACTURER 0023614072010 Browning 1911-22 COMP AUTO Black 0 $549.00
@ ) 1076683239143 Speer 327 Federal 115 Grain Gold Dot 16 $24.99
01123456 ZOMBIE WITH KID TARGET 106 $1.99
1112345678 ZOMBIE WITH WOMAN 62 $1.99
0123 ZOMBIE CLOWN 69 $1.99
1123345 Blue Widget 7 $9.99
0123456789123 TEST ITEM 20 $35.99
129465027131 Federal Field & Range 12 Ga. 2 3/4"1 -7 $9.99
[139873336 BAD GUY TARGET 37 $1.99
_ _ [E1600000000000 PISTOL LANE 0 $20.00
I C600000000001 PISTOL SECOND SHOOTER 0 $20.00
[C1600000000002 LONG GUN LANE 0 $20.00
C1600000000003 LONG GUN SECOND SHOOTER 0 $20.00
1 ANNONNDNNNNNA INTRO TO HANDIGLINS n 475 0n
© selectAll Unselect All
| Clear
Select -

2. Complete any of these procedures to limit the number of products shown:
o Enterall or part of a product’s description in the Description field.
o Enterall or part of a product’'s UPC code number in the UPC field.
o Click an Attribute button and one of its associated Descriptor buttons. (Repeat as needed to

further restrict products with additional attributes and descriptors.)

o Click the Clear button to remove all Attribute/Descriptor filters.

3. Complete any of these procedures to select the desired product(s):
o Check a product’s checkbox to select it.
o Uncheck a product's checkbox to deselect it.
o Click the Select All button to select all products.
o Click the Unselect All button to deselect all products.

4. Click the Select button to close the Product Search window.
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Select or Add a Firearm Customer

1. Navigate to the Customer Look-up window.
1. Access one of the following locations in the Data Center application as appropriate:

+ Firearm Sale screen (Select Buyer button)

o Firearm Purchase screen (Select Seller button)

« Firearm Trade screen (Select Buyer button)

+ Inbound Consignment screen (Select Party button)

« Inbound Consignment Return screen (Select Party button)

+ Transfer In screen (Select Customer button)

o Transfer Out screen (Select Customer button)

o Start Customer 4473 screen (Select button)

o New Gunsmithing Work Order Screen screen (Select Customer button)
o« New Work Order Screen screen (Select Customer button)

2. Click the indicated button to display the Customer Look-up window.

Customer Look-up

2. Complete the following procedures as appropriate to identify the customer:

Add a New 1. Clickthe Add New Customer button to display a blank
Customer Customer Information window.

Customer Information

Country: UNITED STATES - Address: | |
City: I [I State: I v]

Postal Code: I:l Phone Number:

Date of Birth: Select a date Email Address: ‘

FFL Number: ‘ ‘

ID #1 Number: I:I ID #1 Source: [:] ID #1 Expiration: [Select a date 13
ID #2 Number: : ID #2 Source: :] ID #2 Expiration: [Select a date 13
ID #3 Number: : ID #3 Source: :] ID #3 Expiration: [Select a date @ |

2. Continue with the procedure below.
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Select an Existin g 1. Complete either of these procedures to display all matching

Customer

results:
o Enter the customer's phone number in the Phone field.
« Enter all or part of the customer’s last name in the Last
Name field and press the Enter key.
2. Double-click a customer name to display the customer's
Customer Information window.

Customer Information

Address: [123 Main st |

FistName:  [Anmie |

Country: UNITED STATES

City: ‘Saintcloud ‘ State: [Minnesota ']

Postal Code: 56303 Phone Number: |515-201-5215

Date of Birth: ~ |11/27/1973 @]  Email Address: ‘

FFL Number: ‘ |

ID #1 Number: [gg7g54321 ID #1 Source: 1D #1 Expiration: {11/27/2018

ID #2 Number: : ID #2 Source: 1D #2 Expiration: [Select a date 18
ID #3 Number: : ID #3 Source: 1D #3 Expiration: |Se\ect a date@‘

3. Continue with the procedure below.

3. Enter/edit Customer information in the window as needed.

Note: Required fields and settings are displayed with red borders.

Note: If the customer has a government-issued ID, click the Scan button to scan it and automatically fill

certain fields.

First Name Enter the customer's first name.

Middle Name Enter the customer's middle name.

Last Name Enter the customer's last name.

Country Select the country from the drop-down menu.
Address Enter the street address.

City Enter the city.

State Select the state from the drop-down field.
Postal Code Enter the postal (ZIP) code.

Phone Number

Enter the entire (xxx-xxx-xxxx) phone number.

Date of Birth

Enter the customer's birth date (mm/dd/yyyy) or Select a Date (see page 24)
with the calendar button.

Email Address

Enter the entire email address.

FFL Number Enter the customer's FFL number.
ID #1 Number Enter the ID number.
ID #1 Source Select the ID source from the drop-down menu.

ID #1 Expiration

Enter the ID expiration date (mm/dd/yyyy) or Select a Date (see page 24)
with the calendar button.

ID #2 Number

Enter the ID number.

ID #2 Source

Select the ID source from the drop-down menu.
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ID #2 Expiration Enter the ID expiration date (mm/dd/yyyy) or Select a Date (see page 24)
with the calendar button.

ID #3 Number Enter the ID number.
ID #3 Source Select the ID source from the drop-down menu.
ID #3 Expiration Enter the ID expiration date (mm/dd/yyyy) or Select a Date (see page 24)

with the calendar button.

4. Click the Submit button.
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Select a Firearm Vendor

1. Navigate to the Vendor Look-up window.
1. Access one of the following locations in the Data Center application as appropriate:

« Transfer In screen (Select Dealer button)

o Transfer Out screen (Select Dealer button)

o Open Work Orders (gunsmithing) screen (OK button in the vendor selection notice
window)

2. Click the indicated button to display the Vendor Look-up window.

Vendor Look-up

Name Primary Address City State
Acusport One Hunter Place Bellefentaine OH

Al's Guns & Ammo

2. Complete the following procedures as appropriate to identify the transfer agent:

Add a New Vendor 1. Click the New button to display a blank Vendor Information
window.

2. Continue with the procedure below.

—

Select an Existing If needed, enter all or part of the transfer agent's name in the
Vendor Name field to display all matching results.

2. Double-click a transfer agent name to display the agent's
Vendor Information window.

Vendor Information

Vendor Name:  Al's Guns

Address: ‘354 Elm St. ‘

City: ‘ Brownsville ‘ State: [Iowa vl PostalCode: |55621
Phone Number: 9525562191 Email Address: ‘ |
FELNumber:  [234-466-214434-78 |

3. Continue with the procedure below.

3. Enter/edit Vendor information in the window as needed.

Vendor Name Enter the vendor's name.

Address Enter the first line of the street address.

City Enter the city.

State Enter the two-letter abbreviation for the state.
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Zip Enter the ZIP code.

Phone Number Enter the entire (xxx-xxx-xxxx) phone number.
Email Address Enter the entire email address.

FFL Number Enter the vendor's FFL number.

4. Click the Submit button.
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Select a Transfer Agent

Note: A transfer agent is a firearm vendor that has been identified with a check mark in the vendor's Is A
Transfer Agent checkbox prior to the current transaction.

1. Navigate to the Transfer Agent Look-up window.
1. Access one of the following locations in the Data Center application as appropriate:

o Firearm Sale screen (Transfer Agent button)
o Firearm Trade screen (Transfer Agent button)
+ Inbound Consignment Return screen (Transfer Agent button)

2. Click the indicated button to display the Transfer Agent Look-up window.

Transfer Agent Look-up

Name Primary Address Ci State

Acusport One Hunter Place Bellefontame OH

2. Complete the following procedures as appropriate to identify the transfer agent:

—

Add a New Transfer
Agent

Click the New button to display a blank Vendor Information
window.

2. Continue with the procedure below.

—

If needed, enter all or part of the transfer agent's name in the
Name field to display all matching results.

Select an Existing

Transfer Agent , ,
2. Double-click a transfer agent name to display the agent's

Vendor Information window.

Vendor Information

Vendor Name: | Al's Guns

Address: ‘354 Elm St. ‘

City: [Brownsville | state: [lowa +| PostalCode: 55621
Phone Number: 9525562191 Email Address: ‘ |
FFLNumber: [234-466-214434-78 |

3. Continue with the procedure below.

3. Enter/edit Vendor information in the window as needed.

Vendor Name Enter the vendor's name.
Address Enter the first line of the street address.
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City Enter the city.

State Enter the two-letter abbreviation for the state.
Zip Enter the ZIP code.

Phone Number Enter the entire (xxx-xxx-xxxx) phone number.
Email Address Enter the entire email address.

FFL Number Enter the vendor's FFL number.

4. Click the Submit button.
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Select a Firearm from the Firearm Inventory Window

1. Navigate to the Firearm Inventory window.

1. Access one of the following locations in the Data Center application as appropriate:

o Firearm Sale screen (Add Outgoing button or a firearm's Edit button)
o Firearm Trade screen (Add Outgoing button or an incoming firearm's Edit button)
o Transfer Out screen (Add Outgoing button or a firearm's Edit button)
+ Stolen Firearm screen (Add Firearms button)

2. Click the indicated button to display the Firearm Inventory window.

LOG# Manufacturer
GLOCK
| GLock
GLOCK
| GLock
GLOCK
| Lock
GLOCK
| GLoek
GLOCK
| sLeck
GLOCK
| GLock
GLOCK
| 6Lock
GLOCK
| GLock
GLOCK
| Lock
GLOCK
GLOCK
GLOCK

B

= e e R ]

BEss

Firearm Inventory
scan Log# here

19
|18
19
|18

S/N
for |
fso |

|&7 |
BE |
| ¥T556667 |
15 |
|18 |
17 |
|18 |
19 |
|00 |
123456H |
| 1234320 |
1234344F |
| 12232374 |
TTYYE63

FaUUE
ADDIZZ

Ql‘rl‘rl‘“l‘rl‘rl‘-‘-l‘rl‘rl“l‘r%

2. Complete one of the following procedures to select a firearm:
e Scan the firearm’s log number in the Scan Log # here field and press the Enter key.
o Enter the firearm’s log number in the Scan Log # here field and press the Enter key.

¢ Locate the firearm in the list and check its Select checkbox.

3. Repeat steps as needed to reattempt a failed selection and/or select additional firearms.

4. Click the Submit button.
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Describe a Firearm

1. Navigate to the Firearm Description window.

1. Access one of the following locations in the Data Center application as appropriate:

o Firearm Purchase screen (Add Incoming button or a firearm's Edit button)

o Firearm Trade screen (Add Incoming button or an incoming firearm's Edit button)
o Transfer In screen (Add Transfer button or a firearm's Edit button)

o Inbound Consignment screen (Add Incoming button or a firearm's Edit button)

o Firearm Inventory Aging screen (afirearm's Edit button)

+ Firearm Inventory With Costs screen (a firearm's Edit button)

o New Gunsmithing Work Order Screen screen (Add Gun button)

+ Receiving Details screen (receive a firearm or a firearm's Edit button)

2. Click the indicated button to display the Firearm Description window.

Firearm Description
UPC: \ |

Manufacturer: ‘ v|

Manufacturer #:

Importer: ‘ v|
Model: ‘ v|

. . - Enter Serial Number and press
Serial Number(s): | | ~ "Enter” to add new line

Consignment Fee: @ Fixed © Percentage Amount: |

Barrel Length:

Description:

New/Used: Condition:

Location:

3310-12 Firearm: (£

- Submit

2. Enter/edit Firearm information in the window as needed.

Note: Required fields and settings are displayed with red borders. Depending on the situation, some

fields may not be present.

UPC Select the firearm's UPC code from the drop-down menu.

Manufacturer Select a manufacturer from the drop-down.

If the manufacturer is not listed in the drop-down, enter the
manufacturer's name in the field to record it for this firearm and add it to
the drop-down for selection in the future.

Manufacturer # Enter the manufacturer's stock order number for the firearm.

Importer Select an importer (or "NONE" if applicable) from the drop-down.

If the importer is not listed in the drop-down, enter the importer's name
in the field to record it for this firearm and add it to the drop-down for
selection in the future.
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Model

Note: Be sure to complete the Manufacturer field before selecting or
entering a model: The drop-down only displays models associated with
the selected manufacturer, and a manually entered model will be
associated with the selected manufacturer in the future.

Select a model from the drop-down.

If the model is not listed in the drop-down, enter the model in the field to
record it for this firearm and add it to the drop-down for selection in the
future.

Serial Number(s)

Enter (or scan) the firearm's serial number.

To record multiples of the same firearm, press the Enter key between
entries/scans of individual serial numbers.

Consignment Fee

Select Fixed or Percentage to determine how the consignment fee is
calculated.

Amount

If the selected Consignment Fee is Fixed, enter a fixed amount with
no dollar sign and two decimal places (0.00) in the Amount field.

If the selected Consignment Fee is Percentage, enter the
percentage amount in the form of a decimal (.2 instead of 20%) in the
Percentage field.

Barrel Length

Enter a numeric value (e.g., 4.48, 18.5) for the barrel length.

Gauge/Caliber

Enter an alpha-numeric expression (e.g., 9mm, 12GA) for the
gauge/caliber.

Type of Firearm

Select the firearm type from the drop-down.

Note: This selection determines which Bound Book (NFA or Non-
NFA) will contain the firearm's record.

Description Enter a description that summarizes the firearm's recorded
specifications or provides additional information about the firearm.
New/Used Select an option ("New" or "Used") from the drop-down.
Note: Select Used for all consignments.
Condition Enter a description of the firearm's condition.

Minimum Amount

Enter the minimum amount for which the firearm may be sold.

Inventory Number

The system automatically populates this field.

Cost Enter the firearm's cost.
Note: If needed, the cost can be edited in the Bound Book later.

Sales Price Enter the price for the firearm.
Note: If no price is entered, a price will have to be entered at the time of
sale.

Location Enter the firearm's physical location in the store/warehouse.

3310-12 Firearm

Check the box if the firearm should be included in 3310-12 calculations
and reports.

3. Click the Submit button.
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Describe a Serialized Nonfirearm Item

1. Use onscreen controls to display the Serialized Nonfirearm Description window.

Serialized Nonfirearm Description

UPC: 624853179123
Description: Test Serialized Item
Serial Number(s): | . Enter Serial Number and hit

- "Enter” to add new line

- Submit

2. Enter Item information in the window as needed.

Note: Required fields and settings are displayed with red borders. Depending on the situation, some
fields may not be present.

UPC Enter the product's UPC code.
Description Enter the item description to be displayed on information screens.
Serial Number(s) Enter (or scan) the item's serial number.

To record multiples of the same item, press the Enter key between
entries/scans of individual serial numbers.

3. Click the Submit button.
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Sort and Filter Onscreen Data

Complete the following procedures as needed to adjust the arrangement and selection of data shown on a
screen.

Sort a Simple Data Screen

e B & 2 0L 4 B E 2 ¥ EHG@

Select Arothae  RddNew  Usielect  Costorver infs - Trassactons Layeasyn Products on  Specisl Wik Marsberdign  House  Sgeed  House Actousts Beit Customet Cant A 12
Cumpms  Comomny  Cumtpnes ot i Cetiers Baogert Wty Bagu it Upsdate
Curtzmes Cuntomee A Reparts
[T ve—
Layaways for Nick Adams (]
Store Date/Time Title cashier Total Amount Due Date Due
1 Twe Oct 08 2013 12:5% Pu Super uUser §708, 75 $499. 06 Fri wov 08 2013
1 |Fri oct 112003 02:15 Pu | targets | super user | $5.00| 56.00| Mon Mov 11 2003 ]

If a screen displays data in a simple table format, click a column's heading to sort the rows according to its
contents:
« Click the column heading once to sort the rows in ascending (A-Z; 1-2-3; Chronological; etc.) order .

o Click the column heading again to sort the rows in descending (Z-A; 3-2-1; Reverse-Chronological,
etc.) order.

Sort and Filter a Report Screen

o T W N Y -
+ Cummiteg ey Magenes  Membevhgr  Mutimre  Paooel  PClMmmgenmt  feorg  Puthesng  fage  Recewng  Baporn  WerkOuen s
i 000 B %N .
Meporting  Femam MTF 3NG4 MIS1Y Bound  Archewd Bound  Conectons  Prit Oun | e Bound
Tomes - LT Ll . el L
oty | Sk BT Foime AT Bound Bt Libat rinting| gt
Firearm Inventory Without Costs ]
# Log # i Stcen . Manutactuner . Model . Serisl Number - Baerel Longth . Gauge/Calber . Type Of Action / Market Valse Rtserved by

2002 3| GERMAN LUGER | ABC1I3 40000 D PISTOL $L495.00

a8 1] Glock L [psToL [ 5000 |

0 1lGlack EEEY | pisToL il san0] .
7 1 7 |mo [psToL | sesa00]

7 1] ilock |17 6w PISTOL $85000

R [ s msTOL w000

sl 1l Glock 1476500 PISTCL 5000

76| 1| Glock el | 8800 PISTOL SE5000

” 1| Glock 17 8700 PISTOL $850.00

78| 1| Glock £t | 8800 | msTOL | 585000

7| 1! Glock |17 5300 | PisTOL | $85000

0| 1/ Glock 7 mwow [ptoL 585000

If a screen displays data in a report format, complete any of the following procedures as appropriate to sort or
filter the report data:

Sort Rows According to a « Click the column heading once to sort the rows in ascending (A-Z;
Column's Contents 1-2-3; Chronological; etc.) order .
« Click the column heading again to sort the rows in descending (Z-
A; 3-2-1; Reverse-Chronological; etc.) order.
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Group Rows According to a 1.

Column's Contents

Drag a column heading onto the gray bar at the top of the table to
collect rows in groups.

# Log® - Store « Manufacturer . Model  Serial Number
*| PISTOL (122 iems)

* | RIFLE (2 items)

» RIFLE - SEMI-AUTO (1 item)

* SHOTGUM (11 items)

Barrel Length . Gawge/Callber . Type Of Action

2. Click a group's Expand (+) button to display the rows inside it.

& Log® | Stoe | M aenstacturer . Model
* PISTOL {122 items}

Serial Number - Bamel Length . Gauge/Caliber , Type Of Action - . Market ol
FIFLE (1 fiems)
116 1| 5HG SAUER
18] 1/ SGSAUIR
+ BIPLE - SEMS-AUTO (1 teem)
+_SHOTGUN (11 Inoms)

MEDD | S5E06HIS 23 RIFLE L
W00 | MPLIAN |22 RSFLE

3. Clicka group's Contract (-) button to hide the rows inside it.

Remove a Column from the
Screen

Drag a column heading above the gray bar at the top of the table to
remove it from the table.

Filter Data According to a 1.

Column's Contents

Click the Filter (funnel shape) button in the column heading to
display a filter selection menu.

PISTOL Search

Type Of Action % Market Value
PISTOL
PISTOL
PISTOL

» Reserved by
Clear Filter from "Type Of Action”

Text Filters

PISTOL
PISTOL
PISTOL
PISTOL
PISTOL
PISTOL
PISTOL
PISTOL

(Select All)

PISTOL

RIFLE

RIFLE - SEMI-AUTO
SHOTGUN

Complete any of these procedures to enter desired filter criteria:

o Check the checkbox(es) for contents to be retained.
(Uncheck the boxes for items to filter out.)

« Enter one or more characters in the Search field to select
matching checkboxes.

Click the OK button to show filtered results.
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Custom Filter Data
According to a Column's
Contents

1. Click the Filter (funnel shape) button in the column heading to
display a filter selection menu.

Type Of Action % Market Value Reserved by
PISTOL Clear Filter from "Type Of Action”
PISTOL ]
Text Filters .
PISTOL
PISTOL Search
P

PISTOL

(Select All)
PISTOL hetoL
PISTOL RIFLE

RIFLE - SEMI-AUTO
PISTOL SHOTGUN
PISTOL
PISTOL
PISTOL

oK Cancel

pISTOL ok |

2. Click the Text Filters (or Number Filters) option to display a

menu of filter controls.

Type Of Action. % Market Value + Reserved by

PISTOL R e e e Type CF fiesal |
WaZin [— o Eeus

PISTOL
| PISTOL Search p‘ s Bt Equal

PISTOL

& (5elect Il Begins With

.p_]S_Y?“' _o’ PETOL

PISTOL 7 RiFLE )
| ¥ FIFLE - SEM-AUTO Encls Wigh

PISTOL o SHOTGUN

P[STOL Comlgor

PISTOL

PISTONL o Does Mot Contsin

PISTOL LR | lacEmmat,

PISTOL 850,00 Cusstoon e

3. Click the desired filter control to display the Custom Filter

Selection window.

Curstom Flter Sefeckon

| + | aas condiion | -

Opesator

| = e

W and Group 1 OF Group

For Field ‘Type Of Action’

| Group Selected:

Operand

=1l | Candition i enpty

ok Cancel

4. Add Conditions, Operators, and Operands as desired.

5. Click the OK button to display the filtered list.
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Create a Custom Report
View 2. Right-click on the screen to display a menu of options.

—

Sort and filter the report as desired.

Export to Excel

Report Customization

Note: On some screens, this menu may contain additional
options.

3. Click the Report Customization option to display the Custom
Grid Settings window.

Custom Grid Settings

4. Enter a name for the custom report settings in the field.
Click the Save button to save the custom view.

o

Display a Custom Report
View

—

Right-click on the screen to display a menu of options.

Export to Excel

Report Customization

Note: On some screens, this menu may contain additional
options.

2. Click the Report Customization option to display the Custom
Grid Settings window.

Custom Grid Settings

Select the desired custom view from the drop-down field.
4. Click the Select button to display the report in the selected custom
view.

w
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Sort and Filter Reporting Screen Data

Complete the following procedures as needed to adjust the arrangement and selection of data shown on a

reporting screen.

HIAT A

3 =i
Iraniary L Gopup Hitaey | niel el Lewss
Gy Adwrmartbept  Mapon | mpet | Meport | Maeamearce
[ — stz Lemerg | boey

Min/Max Import

[sewes ATREE
Lt Bt || Lt Rt o | Beparmemt e D DGy PrsseF Prgey D
061300 Acifiport ACCESSORIES 50 $ AT1ETAO 0 §730.00
LRI i gty s . oo ° o °
P— s o s o s00
Lot Aeufpint S0 b+ soo0 L] $20000 |
Anspon §00 w amw ' s0m
WL andpor TSt s w00 ] 000 ® 1000 )
04182013 Aot TEST B s ] a0 & S0 °
A0 At FREARME oL 0 e oo L S °
aesiper s s o $00 ® $000

Sort Rows According to a
Column's Contents

Click the column heading once to sort the rows in ascending (A-Z;
1-2-3; Chronological; etc.) order .

Click the column heading again to sort the rows in descending (Z-
A; 3-2-1; Reverse-Chronological; etc.) order.

Group Rows According to a
Column's Contents

—

Drag a column heading onto the gray bar at the top of the table to
collect rows in groups.

[ otocrer |

?" Vendor Part # ?| Ttem Description

2 column it here t0
op group

‘\upc V|Am0rder 7| Manufacturer T

v ARS Count: 1 $000 0 S000 0 $000 O

~ BLACKHAWK! Count: 1 $000 0 $000 0 $000 O

~ COLT Count: 3 8000 O S0.00 0 S$0.00 0O

~ CRIMSON TRACE Count: 1 $75000 6 $21,87400 130 $73000 6
~ STORE Count: 2 5000 O $0.00 O $000 0O

v TEST Count 12 $47000 22 $3000 1 $45000 20

Click a group's Expand (down arrow) button to display the rows
inside it.

[ otocrer |

?‘ Vendor Part # ?| Ttem Description

3 column it here to
op group by

‘\uvc T|Aum0.der I | Manufacturer 1T

v ARS Count:1 $000 0 $000 0 $000 O
~ BLACKHAWK! Count 1 $000 0 $0.00 0 5000 0O
| A COLT Count:3 $000 O $0.00 O 5000 0

023614259558 test firearm N coLT
|(l]352719124 TEST FIREARM A N coLT
01332719125 TEST FIREARM B N coLT

~ CRIMSON TRACE Count: 1 $75000 6 $21,87400 130 $73000 6
~ STORE Count: 2 5000 O $0.00 O $000 0O
~ TEST  Count: 12 $47000 22 $30.00 1 $45000 20

Click a group's Contract (up arrow) button to hide the rows inside
it.

If desired, drag the column heading back to its original position to
undo the grouping.

Filter Data with a Search
Term

i . R ]

daHOH

1.
2.

Enter the desired character string in the Search field.
If desired, click the Clear Search (X)button to undo the search.
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Filter Data According to a
Column's Contents

1. Click the Filter (funnel shape) button in the column heading to
display a filter selection menu.

CRIMSON TRA
coLT
BLACKHAWK!
TEST

TEST

TEST

TEST

coLT

COoLT

ARS

TEST

TEST

TEST

STORE

Manufacturer T | Min Qty ?| Max Qty Y|QDH

LSTORE

Select All

ARS
BLACKHAWK!
CoLT

CRIMSON TRACE
STORE

TEST

Show rows with value that

| Caontains

[And

g
=
g

| starts with

| Fiter || ClearFilter |

2. Complete any of these procedures to select the value(s) to be

retained:

Note: If no checkboxes are checked, all values are retained in the

list.

o Check avalue’s checkbox to select it for retention.
o Uncheck a value's checkbox to deselect it for retention. (It
will be filtered out of the list.)
o Checkthe Select All checkbox to select all values for
retention.
3. Clickthe Close button in the menu's top right corner to close it.
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Custom Filter Data 1. Click the Filter (funnel shape) button in the column heading to

According to a Column's display a filter selection menu.
Contents Manufacturer T | Min Qty ?| Max Qty V| QoH
CRIMSON TRA =
coLT ARS
BLACKHAWK! BLACKHAWK!
TEST COoLT
TEST CRIMSON TRACE
TEST STORE
TesT TEST

Show rows with value that

| Contains
COLT

=
ARS ‘ ‘
TEST | And - |

TEST | Starts with - |

Fiter || ClearFilter |

coLT

TEST ‘
STORE |

STORE

2. Complete the following procedure to define a filter criterion:
1. Select a condition (Is equal to, Starts with, etc.) from the
Contains drop-down.
2. Enter the desired character string in the field below it.
3. Ifneeded, click the aA button to toggle the case match
control for the entered text.
3. If desired, complete the following procedure to define a secondary
filter criterion:
1. Select a connector (And, Or) from the And drop-down
2. Selecta condition (Is equal to, Starts with, etc.) from the
Startw with drop-down.
3. Enter the desired character string in the field below it.
4. If needed, click the aA button to toggle the case match
control for the entered text.
4. Click the Filter button to display the filtered list.
5. Ifdesired, click the Clear Filter button to undo the filtering.

Toggle Column Filter
Controls

Click the Toggle Filters button to display filter controls at the tops of the
columns. (Click again to hide the controls.)
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Clear all Filters
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Save and Print a Document

1. Navigate to the Save As window.

B8 Save As
S~
UU ‘ J » Sample Graphics v‘&?‘ Searc

Organize = New folder

=

Name Date modified Type Size

4 Favorites
B Deskiop ) exportfromEnterBoundBook-Importdaraf..  5/1/2014 425 PM  Microsoft Brcel W..
& Downloads @j Inventoryload 140115 1/15/2014 417 PM Microsoft Excel W...
| RecentPlaces S}J VenderCatalog 140115 1/15/2014 4:05 PM Micresoft Excel W...

10 KB
974 KB
974 KB

B Desktop
= Libraries
|| Documents
& Music

|| Pictures
=

File name: -

Save as type: | Excel dacuments (xsx) v]

= Hide Folders Save

Browse to the desired location.

If needed, edit the document name in the File name field.

Click the Save button to save the document as an electronic file and open it for viewing.
Select File > Print from the menu bar to display print controls.

Modify print options (e.g., select a different printer, adjust settings, etc.) as needed.
Click the Print button to print the document.

Select File > Close from the menu bar to close the document.

NSO RA®DN
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Export a Report to Excel

Complete the following procedure to export an onscreen report to an Excel file.

1. Navigate to a screen displaying data in a report format,

Firearm Inventory Without Costs ]
# Log® . Siere . Manctacturer . Model . Serisl Number - Baerel Length - Gauge/Cakber . Type Of Action /, Market Vakue Reserved by

4007 3| GERMAN LUGER ARCLI3 4.0000 MM PISTOL SLA95.00
] 1] Glock 7 i £4300] gmen [mstoL T 5000

1! Glock e | 44800 9men | prsToL 400

7| 1| Glock 7 [mo 44800 9mem [psToL sesa00]
7| 1 e |17 6w | 44800 Smen | PsToL | 585000
7l 1fcka 7 e 44800 9men PISTOL sasac0]
75: 1 Gb(( | 17 R‘»{)ﬂ | .4 4500 l'ﬂv|-.|-.| | VHYE)[ | 555"‘ m-
% 1ok [ e [ 4.4500] 9men | mstoL [ sssan0]
el .l Glock 17 8700 4.4800 9mm PISTOL -‘Sww
T 1Ghck [ [es0 T an00 gmm [psToL " sssaco]
7| 1| Glock |17 8900 | 44800 9mm | psToL | $£50.00
%0 1/ Glock. 17 |mow 44800 9me PISTOL 58000

2. Right-click on the screen to display a menu of options.

Export to Excel

Report Customization

Note: On some screens, this menu may contain additional options.

3. Click the Export to Excel option to open the Excel program and display the report as a spreadsheet.

ke - W K =l et = E ogi— - - it ) et Y
- 48 fmmee o, TN - - B e e L S
i b . -~
x o e
g e wa

&

Select File > Save As from the menu bar to display the Save As window.
5. Save and Print a Document (see page 48) to create electronic and hardcopy versions of the
spreadsheet as needed.
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AXIS

from AcuSport

System Setup and Management

This section contains procedures to set up, use, and maintain company and store-specific information,
settings, hardware, facilities, and email templates.

Company Information

Company Information includes the company's name, addresses, websites, email addresses, and contacts.

« Manage Company Information (see page 54)
« Manage Company Contacts (see page 56)

Store Information

Store Information includes the store's name, addresses, phone numbers, websites, email addresses, and
store-specific settings for features such as SMTP and email communications, business days, specific time
periods, fees for special services, and behaviors for the Register application.

« Manage Store Information (see page 59)

Miscellaneous Store Information

Miscellaneous Store Information includes settings for expiration and payment due dates, online features and
listings, specialized/departmental email addresses, and the appearance of the Register application.

« Manage Miscellaneous Store Information (see page 63)

Credit Card Processing Information

Credit card processing information includes the internet settings and locations utilized to allow secure
communication between the system and the credit card processing service.

« Manage Credit Card Processor Credentials (see page 65)

Email Templates

Whether communicating with a single vendor or an entire database of customers, email templates help create
a consistent message.

« Manage Email Templates (see page 67)

Federal Firearm License (FFL)

A Federal Firearm License (FFL) is required to acquire and dispose of firearms, track firearm transactions,
pull related reports, and generate reporting forms.

« Manage FFL Information (see page 70)

Firearm Waiting Periods

Firearm Waiting Periods define the amount of time (expressed in business days or hours) that must pass
between the purchase of a firearm and its disposition to the customer. Different waiting periods may be
established for different types of firearms.

o SetUp and Update a Firearm Waiting Period (see page 74)
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Firearm UPCs

Firearm UPCs allow firearms to be more efficiently categorized and tracked within the system.
e« Manage Firearm UPCs (see page 72)

Gun Show Information

Gun Show Information includes the show's name, abbreviation, location, and mailing address. A gun show
that has been set up in the system may be selected from a drop-down menu when recording a firearm
transaction that occurred at the show. (If the appropriate gun show has not been set up, it will not be available
during this process.)

« Manage Gun Show Information (see page 76)

Weighted Suggestions

Weighted Suggestions determine how the system utilizes past sales data to calculate suggested min/max
values.

« Manage Weighted Suggestions (see page 78)

Vendor Product Detail Windows

The Vendor Product Detail windows appear during the receiving process as a method for establishing an
item's vendor product number.

« Manage the Vendor Product Detail Windows (see page 81)

Hardware

System hardware components (computers, POS machines, tablets, printers, etc.) must be set up to
communicate with one another and configured to operate as desired.

o Manage Physical Machines (see page 83)

« Manage Label Printers (see page 85)

ID Types

ID Types include the variety of credentials (drivers licenses, military IDs, carry permits, etc.) with which a
customer's identity may be verified.

o Manage ldentification Types (see page 87)

Loss/Gain Reasons

Loss/Gain Reasons provide standard, selectable options for categorizing discrepancies discovered during a
physical inventory count.

o Manage Loss/Gain (Stock Discrepancy) Reasons (see page 89)

Mandatory Attributes and Descriptors

An Attribute is a broad category by which products may be identified and sorted. A Mandatory Attribute is a
required attribute that must be defined for a given product. A Descriptor is a specific value within an Attribute
category that can be assigned to similar products to distinguish them from others.

« Manage Mandatory Attributes (see page 91)

Point of Sale Options

POS options include the definition of unique tender types, the automation of transaction payment processes,
the requirement of customer selection to start a transaction, and the inclusion of the customer's phone
number on receipts.
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« Manage POS Options (see page 93)
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Manage Company Information

1. Navigate to the Company Information for screen.
1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu

screen.

2. Select Setup > Company Info from the main menu to display the Company Information for

screen.

Company Information for AcuSport RTG_,

e | AouSport RTG

Addresses [
Preferred: & ype: [ (]
ress 10 940 Industrial Dr
W Sauk Rapids whe: MN D 56379
Emails [
Prafotreck r—— o
] At @arss.com
Web Sites [[§
ke T == o
ddvess: | arss com
Contacts
]

2. Enter/edit Company information on the screen.

Note: Required fields and settings are displayed with red borders.

Company Name Enter the name of the company.

Addresses If an address record is not needed, click its Close (red X) button to close it.
If an additional address record is needed, click the Add (green +) button to
openit.

Preferred If this address record is the preferred method of
contact, check the checkbox.

Type Select the appropriate value from the drop-down
menu.

Address 1 Enter the first line of the street address.

Address 2 Enter the second line of the street address (if
applicable).

City Enter the city.

State Enter the two-letter abbreviation for the state.

Zip Enter the ZIP code.

Emails If an email record is not needed, click its Close (red X) button to close it.

If an additional email record is needed, click the Add (green +) button to
openit.
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Preferred If this email record is the preferred method of
contact, check the checkbox.

Type Select the appropriate value from the drop-down
menu.
Email Address Enter the entire email address.
Web Sites If a website record is not needed, click its Close (red X) button to close it.
If an additional website record is needed, click the Add (green +) button to
openit.
Preferred If this website record is the preferred method of
contact, check the checkbox.
Type Select the appropriate value from the drop-down
menu.
URL Address Enter the website's URL address.
Contacts If a contact record is not needed, click its Close (red X) button to delete it.

If an additional contact record is needed, click the Add (green +) button to
open a blank Contact Information window.

To view or edit an existing contact record, click the record's View button to
display the contact's Contact Information window.

Note: Refer to Manage Company Contacts (see page 56) for more
information.

3. Clickthe Submit Changes button to display a “Record saved” confirmation message below the
button.
4. Click the tab's Close button to close the screen.
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Manage Company Contacts

1.

Navigate to the Company Information for screen.
1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu

screen.
i 4 «4 5 O o Ny O =m =
FH AP E S STEDE S
Company
info

2. Select Setup > Company Info from the main menu to display the Company Information for

screen.
-| et
Scoemng  Cumsmerddmn  fdwicn  feckten  feewws  Cummiteg bty Mucsgeess  Mibethgs  MutSiwy  Pessonsl  PClMageeet  fuorg  Puchsng  Range  Receeng  Bapom  WorkOeden o
L oW om & q = 5 @ & & = 'y =
Compery  Storw  Mac Sacee Pyest hardatiry Emas Gan B e bz 2o St o Lo Gan L3
= e o ol 8 oy S ) YT PR e el Pl
e Wit eyl el e P e iy Mool S
Company Information for AcuSport RTG
me: AcuSport RTG Addresses [
Preforrad: B Type: [meem [ =]
Address 10640 Industrial Dr
Address 2
Lty Sauk Rapids State: MIN - Zp 56379
Emails [
P R — [ =]
Em surdarss.com
Web Sites [[§
el Ty o
(‘onluls

2. Complete the following procedures as needed to manage company contacts:

Add a Contact

1. Clickthe Add (green +) button beside the Contacts heading
to display the Contact Information window.
2. Continue with the procedure below.
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Edit a Contact

. Click a contact’s View button to display the contact’'s Contact

Information window.

. Continue with the procedure below.

Delete a Contact

. Click a contact’s Close (red X) button to delete it.

Click the Submit Changes button to display a “Record
saved” confirmation message below the button.

3. Enter/edit Company Contact information in the window.
Note: Required fields and settings are displayed with red borders.

First Enter the contact's first name.

Last Enter the contact's last name.

Title Enter the contact's title.

Addresses If an address record is not needed, click its Close (red X) button to close it.
If an additional address record is needed, click the Add (green +) button to
openit.

Preferred If this address record is the preferred method of
contact, check the checkbox.

Type Select the appropriate value from the drop-down
menu.

Address 1 Enter the first line of the street address.

Address 2 Enter the second line of the street address (if
applicable).

City Enter the city.

State Enter the two-letter abbreviation for the state.

Zip Enter the ZIP code.
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Phones If a phone record is not needed, click its Close (red X) button to close it.

If an additional phone record is needed, click the Add (green +) button to

openit.

Preferred If this phone record is the preferred method of
contact, check the checkbox.

Type Select the appropriate value from the drop-down
menu.

Voice If this phone number can receive voice calls, check
the checkbox.

Text If this phone number can receive text messages,
check the checkbox.

Phone Number Enter the entire (xxx-xxx-xxxx) phone number.

Emails If an email record is not needed, click its Close (red X) button to close it.

If an additional email record is needed, click the Add (green +) button to

openit.

Preferred If this email record is the preferred method of
contact, check the checkbox.

Type Select the appropriate value from the drop-down
menu.

Email Address Enter the entire email address.

4. Click the Save button to close the window and display the contact on the Company Information for
screen.

5. Clickthe Submit Changes button to display a “Record saved” confirmation message below the
button.

6. Click the tab's Close button to close the screen.
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Manage Store Information

1. Navigate to a store's Store Information for screen.
1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu

screen.

2. Select Setup > Store Info from the main menu to display the Store Look-up window.

Store Name: \

Axis One
Axis Two
Axis Three

Store Look-up

3. Double-click a store’s name to display its Store Information for screen.
Note: If needed, enter all or part of a store’s name in the Store Name field to restrict the stores

shown in the list.

[

Store Information for Axis One_

the  CASharedPath
P smip.gmailcom
587

mE  acusportrig@gmall.com
scusport2014
S acusportrig@gmail.com

Addresses [

ress 101349 South Blossom Trall

1y Sauk Rapids

ate; MN | Zip: 56738

Phones
Emails

Web Sites

2. Enter/edit Store information on the screen.
Note: Required fields and settings are displayed with red borders.

Store Name

Enter the store name.

Store Number

Enter the store number. (Changing the store number is not
recommended.)
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First Day of Week Select the first day of the business week from the drop-down

menu.

Base Path

Outgoing SMTP If using the AXIS RMS to send emails, enter the outgoing
SMTP.

Outgoing SMTP Port If using the AXIS RMS to send emails, enter the outgoing
SMTP port.

Outgoing SMTP Enable SSL If using the AXIS RMS to send emails, check the checkbox.

Outgoing Email Username If using the AXIS RMS to send emails, enter the outgoing
email username.

Outgoing Email Password If using the AXIS RMS to send emails, enter the outgoing
email password.

Return Email Address If using the AXIS RMS to send emails, enter the return email
address.

Timeout Seconds Enter the number of seconds the Register can be idle before it

automatically logs out the user.

Log out after Register transaction |If the Register should automatically log out the user after a
transaction and require the user to log in again before
proceeding, check the checkbox.

Layaway Down Payment % Enter the percentage of a layaway's price to be required as a
minimum down payment at the Register.

Tax Full Layaway Amount on If the entire tax on a layaway should be collected with the

Initial Down Payment down payment at the Register, check the checkbox.

Special Order Down Payment % |Enter the percentage of a special order's price to be required
as a minimum down payment at the Register.

Layaway Restocking % If a restocking fee is charged for a canceled layaway, enter the
percentage of a layaway's price to be charged as a fee.
Special Order Restocking % If a restocking fee is charged for a canceled special order,
enter the percentage of a special order's price to be charged
as afee.

Maximum Gift Card Amount Enter the maximum amount that can be stored on a gift card.
(This allows for store policy to prevent the purchase of large
gift cards.)

Discount Limit Enter the maximum percentage (in decimal format) by which
an item's price may be reduced without store manager
approval.

Auto Print Firearm Receipt If firearm receipts are to be printed automatically, check the
checkbox.

Require Customer's Gender If a customer's gender must be recorded at the Register,
check the checkbox.
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Logo Complete the following procedure to replace the logo on the
Register and Data Center main screens with a new image:
Note: The new image must be a .png format file stored on the
server. The image must have a resolution of 96 dpi, a
maximum height of 500 px, and a maximum width of 1000 px.
1. Click the Upload Image button to display an Open
window.
2. Browse to the location where the image file is located.
3. Double-click the file to place it in the image field.
Addresses If an address record is not needed, click its Close (red X)
button to close it.
If an additional address record is needed, click the Add (green
+) button to openit.
Preferred If this address record is the preferred
method of contact, check the checkbox.
Type Select the appropriate value from the
drop-down menu.
Address 1 Enter the first line of the street address.
Address 2 Enter the second line of the street
address (if applicable).
City Enter the city.
State Enter the two-letter abbreviation for the
state.
Zip Enter the ZIP code.
Phones If a phone record is not needed, click its Close (red X) button
to close it.
If an additional phone record is needed, click the Add (green
+) button to open it.
Preferred If this phone record is the preferred
method of contact, check the checkbox.
Type Select the appropriate value from the
drop-down menu.
Voice If this phone number can receive voice
calls, check the checkbox.
Text If this phone number can receive text
messages, check the checkbox.
Phone Number Enter the entire (xxx-xxx-xxxx) phone
number.
Emails If an email record is not needed, click its Close (red X) button
to close it.
If an additional email record is needed, click the Add (green +)
button to openiit.
Preferred If this email record is the preferred
method of contact, check the checkbox.
Type Select the appropriate value from the
drop-down menu.
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Email Address Enter the entire email address.

Web Sites If a website record is not needed, click its Close (red X) button
to close it.

If an additional website record is needed, click the Add (green
+) button to open it.

Preferred If this website record is the preferred
method of contact, check the checkbox.
Type Select the appropriate value from the
drop-down menu.
URL Address Enter the website's URL address.
3. Clickthe Submit Changes button to display a “Record saved” confirmation message below the

button.
4. Click the tab's Close button to close the screen.
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Manage Miscellaneous Store Information

1. Navigate to the Misc Local Store Information screen.
1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu

screen.

Misc Store
Info

2. Select Setup > Misc Store Info from the main menu to display the Misc Local Store

Information screen.

Misc. Local Store Information,,

Advance Notice (Days}

Passward Policy

§ eharactert includng 7 uppeecise lafter, kvemcaia biles 3nd & curber

Email Addresses / Fax Numbers

Cash Register Background

2. Enter/edit Miscellaneous Store information on the screen.

Note: Required fields and settings are displayed with red borders. Some fields are placeholders for
future functions such as online/cloud options.

Membership Expiration

Enter the number of days before a membership expires to send a
notice.

Layaway Pmt Due

Enter the number of days before a layaway payment comes due to
send a notice.

Birthday Email

Enter the number of days before a birthday to send an email.

Credit Card Expiration

Enter the number of days before a credit card expires to send a notice.

House Account Pmt Due

Enter the number of days before a house account payment comes due
to send a notice.

Class Registration

If class registrations can be completed via the internet, check the
checkbox.

Gift Card Purchases

If gift cards can be redeemed via the internet, check the checkbox.

List New Guns Online

If new firearm inventory can be viewed via the internet, check the
checkbox.

List Used Guns Online

If used firearm inventory can be viewed via the internet, check the
checkbox.
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Range Reservations

If range reservations can be made(/requested) via the internet, check
the checkbox.

Network Server Name

Enter the complete name (including address) of the network server.

Password Requirements

Select a password requirement option from the drop-down menu.

Receiving Email

Enter the email address for the receiving department.

Purchasing Email

Enter the email address for the purchasing department.

Firearm Mgr Email

Enter the email address for the firearm department manager.

Store Mgr Email

Enter the email address for the store manager.

BB Print Notice Email

Enter the email address to which Bound Books are sent.

3310-4 Federal Email

Enter the email address to which Federal 3310-4 forms are sent.

3310-4 Local Email

Enter the email address to which Local 3310-4 forms are sent.

3310-12 Fax Number

Enter the fax number to which 3310-12 forms are sent.

Background

Select a background option from the drop-down menu.

3. Click the Submit button to display an update confirmation window.
4. Click the OK button to close the confirmation window.
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Manage Credit Card Processor Credentials
1. Navigate to the Credit Card Setup screen.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu
screen.
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2. Select Setup > CC Setup from the main menu to display the Credit Card Setup screen.
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Credit Card Setup_,

Select the appropriate provider (Payware) from the drop-down menu to display a list of data fields.
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Credit Card Setup_

Payware
1P Addres ot 0 | 1]
P 9001 | '
s False [ 1]
5L Co t | l]
P 30 hittps/IPCharge.netIPCHAPLRH.aspx
COM9 https/IPCharge2 net/TPCHAPLRH aspx
Bau 115200 httpss//IPCharge.net/IPCADminAPYRH.ipc
Parity None Adt

arnate Recurring URL: hitpss//IPChargeZ net/IPCAdmINAPLRH.jpc

3. Enter/edit provider information in the window.
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Note: Required fields and settings are displayed with red borders. Default settings are provided below.

IPAddress

Port 9001

SSL False

SSLCertificate

Timeout 30

Comm Port COM9

Baud 115200

Parity None

Databits 8

Logging Level 2

Client ID

User ID

User Password

Merchant Key

Transaction URL https://IPCharge.net/IPCHAPI/RH.aspx
Alternate URL https://IPCharge2.net/IPCHAPI/RH.aspx
Recurring Setup URL https://IPCharge.net/IPCAdminAPI/RH.ipc
Alternate Recurring URL |https://IPCharge2.net/IPCAdminAPI/RH.ipc

Note: The Recurring Setup URL and Alternate Recurring URL are used to set up a customer, set
up a contract, and update a customer or contract.

4. Complete the Client ID, User ID, User Password, and Merchant Key fields.
5. Click the Submit button.
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Manage Email Templates

1. Navigate to the Email Templates screen.
1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu

screen.

Email
Templates

2. Select Setup > Email Templates from the main menu to display the Email Templates screen.

Email Templates,

Email Name

Sales Notice
Haliday Hours Notice

[ o TS
2. Complete the following procedures as needed to manage email templates:

Set Up an Email
Template

Email Templates,

1. Click the Add button to display the Define/Edit Email
section.

Email Templates,

2. Continue with the procedure below.
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Edit an Email
Template

Email Templates,

1. Click an email template’s name in the Email Name list to
display its Define/Edit Email section.

2. Continue with the procedure below.

Delete an Email
Template

Email Templates,

1. Click an email template’s name in the Email Name list to
display its Define/Edit Email section.

2. Click the Delete button to remove the email template from the
Email Name list.

3. Click the tab's Close button to close the screen.

3. Enter/edit Email Template information on the screen.

Email Name Enter the name for this template.

Email Subject Enter the subject line for this email.

Email Body Enter the text (body) for this email.

From Address Enter the From address for this email.
(If the associated Use Global Value checkbox is checked, this field
may be left blank.)
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Use Global Value

Check this checkbox to use the default global value as the From
Address.

(The default value is the address recorded in the Outgoing Email
Username field on the Store Information for screen. Refer to
Manage Store Information (see page 59) for more information.)

Reply To Address

Enter the Reply To address for this email.
(If the associated Use Global Value checkbox is checked, this field
may be left blank.)

Use Global Value

Check this checkbox to use the default global value as the Reply To
Address.

(The default value is the address recorded in the Return Email
Address field on the Store Information for screen. Refer to Manage
Store Information (see page 59) for more information.)

4. Click the Submit button to add/update the email template on the Email Name list.
5. Clickthe tab's Close button to close the screen.
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Manage FFL Information

1.

Navigate to the FFL Information screen.
1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu

screen.

FFL Information

ACME Firearms Ltd.

940 Industrial Drive

FFL Number 12345678912345678912 o hit LS

o |STEARNS COUNTY

123 COURT 5T,

Sauk Rapids State: (MM, 2] Zip Code

Agency name and address where copy 82 of form 3310 is to be sent.

Days Closed

56379

Enter/edit FFL information on the screen.

Trade Name

Enter the trade name shown on the FFL.

Address Enter the street address shown on the FFL.

City Enter the city shown on the FFL.

State Select the state shown on the FFL from the drop-down.
Zip Code Enter the ZIP code shown on the FFL.

FFL Number Enter the entire the FFL number.

Note: The number will be hidden where appropriate.

Class 3 (NFA) Dealer

Check the checkbox if the store is licensed to deal in class 3 (NFA)
firearms.

Generate 3310-12 Forms

Check the checkbox to activate 3310-12 form controls and procedures.

Agency Name

Enter the name of the state/local agency to which completed 3310
forms will be sent.

Agency Address

Enter the address of the state/local agency to which completed 3310
forms will be sent.

Print Full FFL Number on
Forms

Check the checkbox to print the entire FFL number on forms.

Note: If the box is not checked, an abbreviated version of the number
will be used.

3. Complete the following procedures to identify days and dates on which the store will be closed:
o Click a weekday button to add all corresponding dates to the Days Closed list.
o Select a Date (see page 24) on the calendar and click the Add Date button to add the date to the
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Days Closed list.

« Click a closed date’s Delete (red X) button to remove the date from the list.
« Clickthe Clear List button to remove all dates from the Days Closed list.
4. Click the Submit button to display an update confirmation window.

Note: If the Generate 3310-12 Forms checkbox is not checked and the State field indicates CA, AZ,
TX, or NM, the system will display an error message window.

Notice

The address indicates 3310-12 should be
generated for the location of this FFL#. Please
make a selection,

Complete either of the following as appropriate to close the window:

o Click the Generate 3310-12 button to close the window and display the checked Generate
3310-12 Forms checkbox on the FFL Information screen.

o e Doy oty Mot Vermasigs Wi Sewses  AClVwiagme  my b lame ey e O
1
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FFL Information,

Days Closed

. '1'.5 .l.." I".-II['\. o ] ‘-.-.-.,-:'::..1..
(= I
Agency name and sddress wheve copy 82 of form 3310 is to be sent.
i y N STEARNS COUNTY
r y A 123 COURT 5T

o

o Clickthe Do Not Generate 3310-12 button to close the window and let the system operate
without the new 3310 functionality.

FFL Information Updated

5. Click the OK button to close the confirmation window.
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Manage Firearm UPCs

Complete the following procedure to create and maintain a Firearm UPC.

Note: A Firearm UPC can be used to identify a type of firearm (i.e., a used handgun) that does not have an
existing UPC. A Firearm UPC can be selected from the UPC drop-down in the following firearm-specific
locations:

o Firearm Description window

+ Bound Book screens

o Information For Log # window

o Excel Import screen

o Firearm Inventory With Costs screen

1. Navigate to the Firearm UPC screen.
1. Log Into the Data Center Application (see page 16) to display the Data Center Main Menu

screen.

2. Select Setup > Firearms > Firearm UPCs from the main menu to display the Firearm UPC
screen.
[ oo g e G
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Firearm UPC,
New Firearm UPC
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2. Sort and Filter Reporting Screen Data (see page 44) as needed.
3. Complete the following procedures as needed to manage firearm UPCs:

Add a Firearm UPC 1. Click the New Firearm UPC button to display a UPC entry
window.
2. Enter/scan an 18-character alphanumeric UPC in the field.
Click the Submit button.
4. The system checks to see if the UPC already exists in the
database:
« Ifthe UPC isinthe database, the system adds it to the
list on the Firearm UPC screen.

w

« Ifthe UPC is not in the database, the system displays
the Product Edit window.

Note: The UPC field will be populated with the entered
UPC and the Is Firearm checkbox will be checked.

Complete the window's sections to define the UPC.
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Edit a Firearm UPC 1. Click a UPC's Edit button to display the UPC’s Product Edit
window.

2. Complete the window's sections to define the UPC.

Deactivate Complete the following procedures as needed to manage the

(lReactivate) a Firearm UPC's.active statlus: -
. e Todeactivate the Firearm UPC: Uncheck the UPC's Active
Firearm UPC checkbox to remove it from UPC drop-down fields.
e Toreactivate the Firearm UPC: Check the UPC's Active
checkbox to reinstate it in UPC drop-down fields.:

Delete a Firearm Click a UPC's Delete button to remove the UPC from the list on the
UPC Firearm UPC screen.

Note: Deleting a UPC from this screen will not delete the UPC's
Product Maintenance record.
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Set Up and Update a Firearm Waiting Period

1. Navigate to the Waiting Period Setup screen.
1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu

screen.

Firearms | Loss/Gan
- Reasons

Waiting Peniods

Waiting Period Setup

# Delete

L — e ETEECTTTTEE

Do Not Allow Exception L B [ThuNow27, 2014

Firearm Type Waiting Periods Exempt Day from Waiting Periods
I Chick Day to Add All Occurrence
[Sun | (Mon| [Tue (Wed! [The' [[Fi [sst.

S M o B e » Fri Jul 04, 2014

Type - Duration{Hours) - Exclude Day of Sale - Exceptions hot Allowed -+

Onher 12

NEA 1]

2. Complete the following procedures as appropriate to manage firearm waiting periods:

Create a Firearm 1. Select the firearm type from the Type drop-down field.
Waiti ng Period Note: If a waiting period has already been set up for the

selected firearm type, the new waiting period will take the
place of the existing period.

2. Continue with the procedure below.

Edit a Firearm 1. Click a waiting period in the list to select it.
Waiti ng Period 2. Click the Edit button to display the waiting period’s information

on the Waiting Period Setup screen.
3. Continue with the procedure below.

Delete a Firearm Click a waiting period's Delete button to remove it from the list.
Waiting Period

3. Enter/edit Firearm Waiting Period information on the screen.

Type Select the firearm type from the drop-down field.
Note: If a waiting period has already been set up for the selected
firearm type, the new waiting period will take the place of the existing
period.

Duration Enter the waiting period in hours in the field.
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Day Of Sale Excluded If the waiting period does not start until the day after a transaction,
check the checkbox.
Do Not Allow Exceptions |If exceptions to the waiting period are not allowed, check the checkbox.
Click the Save button to add/update the waiting period on the list.
5. Complete the following procedures to identify days and dates that will not be included in waiting
periods:
o Click a weekday button to add all corresponding dates to the Exempt Day from Waiting
Periods list.
o Select a Date (see page 24) on the calendar and click the Add Date button to add the date to the
Exempt Day from Waiting Periods list.
o Click an exempt date’s Delete (red X) button to remove the date from the list.
o Click the Clear List button to remove all dates from the Exempt Day from Waiting Periods
list.
6. Clickthe tab's Close button to close the screen.

B
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Manage Gun Show Information

1. Navigate to the Gun Shows screen.
1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu

screen.
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Gun Shows,

Abbreviation city State Mail Address Mail City Mail State Mail Zip
& |world's Second Biggest Gun Show WI8GS saint Cloud |un 1234 Main Avenue |Saint Cloud w8 56303

2. Complete the following procedures as appropriate to manage Gun Show information:

Add a Gun Show

1. Clickthe New Gun Show button to display the Define/Edit
Gun Show window.

Define/Edit Gun Show

Gun Show Name: BIG BANG GUN SHOW

Abbreviation: ‘BB ‘

City: |WATERVILLE |

State:

Mailing Address

Address: [332 WeST ELM ST |

City: |WATERVILLE |

State:

Zip Code: 54998 |
| Cancel  Submit

2. Continue with the procedure below.
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Edit a Gun Show

1. Click a gun show’s Edit button to display its Define/Edit Gun
Show window.

Define/Edit Gun Show
Gun Show Name: BIG BANG GUN SHOW
Abbreviation: |BB ‘
City: [WATERVILLE |
State:
Mailing Address
Address: [332 WEST ELM ST
City: [WATERVILLE |
State:
Zip Code: [54998 |

| Cancel  Submit

2. Continue with the procedure below.

Delete a Gun Show

Click a gun show’s Delete button to remove the gun show from the
list on the Gun Shows screen.

3. Enter/edit Gun Show information in the window.
Note: Required fields and settings are displayed with red borders.

Gun Show Name Enter the gun show's name. (If the gun show is selected during a firearm
sale at a gun show, the Gun Show Name will appear in the Bound Book.)
Abbreviation Enter an abbreviated version of the Gun Show Name to appear in lists and
drop-down menus.
City Enter the gun show location's city.
State Select the gun show location's state from the drop-down menu.
Mailing Address
Address Enter the gun show mailing address's street
address
City Enter the gun show mailing address's city.
State Select the gun show mailing address's state from
the drop-down menu.
Zip Code Enter the gun show mailing address's ZIP code.

4. Click the Submit button to add/update the gun show on the list on the Gun Shows screen.
5. Click the tab's Close button to close the screen.
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Manage Weighted Suggestions

Complete the following procedure to set up and maintain weight percentages for departments.
Note: A user must be granted the InventoryManagement, StoreManager, or Purchasing permission to

view/use this feature.

1. Navigate to the Weighted Suggestion Setup screen.
1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu

screen.

Weighted Suggestion Setup
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2. Sortand Filter Reporting Screen Data (see page 44) as needed.
3. Complete the following procedures as needed to manage suggestion weights:
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Modify a Department's 1. Click a name in the Department column to activate that
Week Weight Values department's row.
Note: If the desired department does not exist, complete the
Add a Department procedure to add it to the list.

2. Double-click the value in one of the department's week (Last
Week, 2 Weeks Ago, ... 8 Weeks Ago) cells to highlight it.

3. Enter/edit the desired weight percentage.
Note: This value represents the relative weight of this week's
sales versus sales in the other 7 weeks. The values in the

department's 8 week cells must add up to 100%. Negative
values are not allowed.

4. Modify other week cells in the row as needed to maintain the
100% total.

5. Pressthe Enter key to deactivate the department's row.

Note: If the week cell values do not add up to 100%, the
department row is highlighted in red. Revise one or more cell
values as needed.

6. Click the Submit button to save changes.

Note: The system will revise suggested min/max values for
items in the department accordingly and update actual
min/max values for department items that are set to

automatic.
Modify a Department's 1. Click a name in the Department column to activate that
Safety Stock Value department's row.

Note: If the desired department does not exist, complete the
Add a Department procedure to add it to the list.

2. Double-click the value in the department's Safety Stock cell
to highlight it.

3. Enter/edit the desired safety stock percentage.

Note: This value represents additional stock (a percentage
over and above the anticipated need) that is maintained to
alleviate the risk of being out of stock during the lead time due
to uncertainties in supply and demand.

4. Pressthe Enter key to deactivate the department's row.
5. Click the Submit button to save changes.

Note: The system will revise suggested min/max values for
items in the department accordingly and update actual
min/max values for items that are set to automatic.
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Add a Department 1. Click the Add Department button to display the Select
Department window.

Select Department

2. Select a department from the drop-down.

3. Click the Select button to close the window and display the
selected department on the list.

4. Click the Submit button to save changes.

Note: The system will revise suggested min/max values for
items in the department accordingly and update actual
min/max values for items that are set to automatic.

Delete a Department 1. Click a department's Delete button to remove it from the list.
2. Click the Submit button to save changes.

Note: Items from the deleted department will revert to the
"Department Default" department.
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Manage the Vendor Product Detail Windows

Complete the following procedure to manage the display of the Vendor Product Detail window.
1. Navigate to the Vendor Product Setup screen.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu

screen.

2. Select Setup > Inventory > Vendor Product Details from the main menu to display the
Vendor Product Setup screen.

2. Complete the following procedures as needed to manage the display of Vendor Product Detail

windows:

Prevent All Vendor 1. Checkthe Disable Vendor Product Details pop-up
Product Detail Windows screen checkbox.

from Displaying 2. Click the tab's Close button to close the screen.

Allow Individual Vendor 1. Uncheck the Disable Vendor Product Details pop-up
Product Detail Windows to screen checkbox.

Display Note: This setting allows each UPC-specific Vendor

Product Detail window to be individually configured to
display or not.

2. Click the tab's Close button to close the screen.
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Configure an Individual 1. Complete the procedure to Allow Individual Vendor
Vendor Product Detail Product Detail Windows to Display.
Window 2. Access a UPC's Product Edit window.

Note: Refer to Manage Product Information (see page 149)
for information on accessing and using this window.

3. Clickthe Vendor Product tab to display it.

Product Edit  Vendor Product  Sales Analysis

fendar Product Detail

4. Check/uncheck the Disable Vendor Product Details Pop-
up for this product checkbox to configure display settings
for this UPC's Vendor Product Detail window:

o Check the checkbox to prevent the window from
displaying in the future.

¢ Uncheck the checkbox to allow the window to display in
the future.

5. Click the Submit button to close the window.
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Manage Physical Machines

1. Navigate to the Physical Machines screen.
Log In to the Data Center Application (see page 16) to display the Data Center Main Menu

screen.
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Set Up a Physical
Machine

1. Click the New Physical Machine button to display the
Define/Edit Physical Machine Mapping window.

Define/Edit Physical Machine Mapping

Logical Name:

Windows System Name: ‘

Is POS: o

Is Tablet: a

2. Continue with the procedure below.
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Edit a Physical
Machine

1. Click a machine's Edit button to display its Define/Edit
Physical Machine Mapping window.

Define/Edit Physical Machine Mapping

Logical Name: POS1

Windows System Name: |W34345OD

Is POS:
Is Tablet: =]

2. Continue with the procedure below.

Delete a Physical
Machine

1. Click a machine's Delete button to remove it from the
Physical Machines screen.
2. Click the tab's Close button to close the screen.

3. Enter/edit Physical Machine information in the window.

Logical Name Enter the store's name for the component (e.g., Register 1).

Windows System Name Enter the Windows System Name for the component.

Note: The name assigned may not be a duplicate of another machine's
name.

If needed, complete the following to find the name:
1. Right-click the component's Computer icon to display a menu.
2. Click the Properties option to display system information.
3. Locate the Computer name.

Is POS Check the checkbox if the component is a Point Of Sale (place where
transactions occur).
Is Tablet Check the checkbox if the component is a tablet.

4. Click the Submit button to close the Define/Edit Physical Machine Mapping window and
add/update the machine in the list on the Physical Machines screen.
5. Click the tab's Close button to close the screen.
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Manage Label Printers

1. Navigate to the Label Printer Setup screen.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu
screen.
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2. Select Setup > Label Printer Setup from the main menu to display the Label Printer Setup
screen.

Label Printer Setup,

Printer Name Label Format
GEA20D
GR420D

Label Printing Label Format

2. Enter the name of firearm label printer in the Firearm Label field.
3. Select the firearm label format in the corresponding Label Format field.
Note: The following firearm label formats are available.

Format 1 Format 2 Format 3
a3 INVH TESTGUN TESTGUN
MAN: Manufacturer Manufacturer Aodel Ttenbescriptian
MOD: Model [lemDesoriplion

CAL: Gauwge/Caliber
S/N: SerialNumberTest

Sarisl; SerialNumber Test

TYP: PISTOL

IMP: Importer Stalus: New
DESC: ItemDescription Calib: GaugelCaliber

Action: PISTOL

Log: 93
LTI

| $100.00
Mhymwn | g

Serial: SerialNunberTest
Status: New

Caliber; Gauge/Caliber
Fction: PISTOL

Barrel Length: 18 0808
Afr: Manufacturer

Rodel : Fodal

Mfr H: ManRefNum

KA

Log: B3

Each format includes barcodes for the firearm's UPC and log number. Format 2 includes a third

barcode for the firearm's cost.

o &

Enter the name of product label printer in the Product Label field.
Select the product label format in the corresponding Label Format field.

6. If desired, check the Default to print labels during Receiving checkbox to automatically check the

print label checkboxes on the Label Printing window during the receiving process.
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Note: If this checkbox is not checked, the print label checkboxes on the Label Printing window will not
be automatically checked.

7. Ifdesired, check the Default to print labels during Invoicing checkbox to automatically check the
print label checkboxes on the Label Printing window during the invoicing process.
Note: If this checkbox is not checked, the print label checkboxes on the Label Printing window will not
be automatically checked.

8. Click the Submit button to display an update confirmation window.

===

Label Printer Information Updated

9. Click the OK button to close the window.
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Manage Identification Types

1. Navigate to the Identification Types screen.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu
screen.
il = e e e e e [T Ry
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Select Setup > Identification Types from the main menu to display the Identification Types

Identification Types_

Identification Name Sort Order Expirationfequired
' | |Minnesota Driver's License ¥
L | |permic o carry

1
12 |

2. Complete the following procedures as needed to manage identification types:

Set Up an
Identification Type

Identification Ty

1. Click the New Identification Type button to display the
Define/Edit Identification Type window.

Define/Edit Identification Type

Identification Name:

Sort Order: ‘0
Expiration Required: ]

2. Continue with the procedure below.
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Edit an Identification
Type

1. Click a identification type’s Edit button to display its
Define/Edit Identification Type window.

Define/Edit Identification Type

Identification Name: Minnesota Driver's License

Sort Order: |1
Expiration Required:

2. Continue with the procedure below.

Delete an
Identification Type

1. Click aidentification type’s Delete button to remove it from the
list on the Identification Types screen.
2. Clickthe tab's Close button to close the screen.

3. Enter/edit Identification Type information on the window.

Identification Name Enter a name for the ID Type (e.g., State Driver's License; Military ID;
Permitto Carry, etc.)
Sort Order Enter anumber (i.e., 0, 1, 2, etc.) to indicate the placement of this ID

Type in a drop-down menu.

The drop-down menu displays ID Types by their sort order numbers
from lowest (at the top of the list) to highest (at the bottom).

Expiration Required Check the checkbox to require a valid expiration date for the ID Type to
be accepted.
4. Click the Submit button to add/update the identification type in the list on the Identification Types
screen.

5. Click the tab's Close button to close the screen.
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Manage Loss/Gain (Stock Discrepancy) Reasons

1. Navigate to the Loss/Gain Reasons screen.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu
screen.

Lese/Gasn
Reasons

2. Select Setup > Loss/Gain Reasons from the main menu to display the Loss/Gain Reasons
screen.

Loss\Gain Reasons

Loss\Gain Reason For Product For Firearm

F & |Firearm Theft
& | |30 Store use |

2. Complete the following procedures as needed to manage loss/gain reasons:

Set Up a Loss/Gain 1. Clickthe New Reason button to display the Define/Edit
Reason Stock Discrepancy Reason window.

Define/Edit Stock Discrepancy Reason

[ 1

2. Continue with the procedure below.

. Click areason’s Edit button to display its Define/Edit Stock
Discrepancy Reason window.

BN

Edit a Loss/Gain
Reason

Define/Edit Stock Discrepancy Reason

[ ]

2. Continue with the procedure below.

—

. Click areason’s Delete button to remove it from the list on the
Loss/Gain Reasons screen.
2. Click the tab's Close button to close the screen.

Delete a Loss/Gain
Reason

3. Enter/edit Loss/Gain Reason information on the window.
Note: Required fields and settings are displayed with red borders.

Reason Enter a descriptive reason for a loss or gain (e.g., Theft, In Store Use,
etc.)

For Product Check the checkbox if the reason applies to standard (non-firearm)
products.

For Firearm Check the checkbox if the reason applies to firearms.

4. Click the Submit button to add/update the reason on the list on the Loss/Gain Reasons screen.
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5. Click the tab's Close button to close the screen.
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Manage Mandatory Attributes

1. Navigate to the Attribute Control screen.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu
screen.

I i e o e e bt Mot Wit fewed bt b o S e fen WesOde | -
2 —— [
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Mandatory
Artributes

2. Select Setup > Mandatory Attributes from the main menu to display the Attribute Control
screen.

Failtes  Fonwe Geantey by Mwsgeet  Mesbetep ot Peiwsl  POTMasgeest  Prosg  Pudheeng Raee  Reove)  Repen  WedDaen e
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Attribute Control

ALL ITEMS
Del Attribute Name
DEPARTMENT
| 1TEm
MANUF ACTURER

Add Mandatory Attribute

2. Complete the following procedures as needed to manage mandatory attributes:

Set Up a Mandatory
Attribute

1. Select the appropriate ltem Descriptor from the drop-down
field near the top of the screen.

Note: If the mandatory attribute will apply to all items, select
All Items from the drop-down field.

2. Complete either of these procedures to select the desired
mandatory attribute:
o Select the attribute from the Add Mandatory
Attribute drop-down field.

o Enter the name of a new attribute in the Add
Mandatory Attribute field.

Note: Be sure to spell and capitalize the attribute name
correctly as it cannot be edited after entry.
3. Click the Add button to add the selected attribute to the
Attribute Name list.
4. Click the Close button to close the screen.
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Remove a Mandatory
Attribute for an Iltem
Descriptor

1. Select the appropriate Item Descriptor from the drop-down
field near the top of the screen.
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Attribute Control
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2. Click an attribute’s Delete button to remove it from the
Attribute Name list.

3. Click the Close button to close the screen.
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Manage POS Options

1. Navigate to the POS Setup screen.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu

screen.

POS Setup,,

User Defined Tender Types
Tender Name  Active

1. |PayPal "

2. Complete the following procedures as needed to manage POS options:

Include the
Customer’s Phone

1.

Check the Print Customer Phone Number on Receipt
checkbox to include the customer’s phone number on printed
and electronic receipts.

Number on Receipts 2. Clickthe Submit button to display a save confirmation
window.
3. Click the Close button to close the window.
Require Customer 1. Check the Require Customer for Every Transaction
. checkbox to require a customer be selected (or added) for
SelectlorT to Start a every transaction in the Register application.
Transaction 2. Click the Submit button to display a save confirmation
window.
3. Click the Close button to close the window.
Automate 1. Check the Automatic Payment Completion checkbox to
Transaction complete transaction payments automatically (without clicking

Payment Completion

the Submit button) in the Registerapplication simply by
entering sufficient tender to cover the total amount.

Click the Submit button to display a save confirmation
window.

Click the Close button to close the window.

User Guide

System Setup and Management - 93



Define a Un iq ue 1. Enter a name for the tender type in a blank Tender Name
field.
Tender Type 2. Check the corresponding Active checkbox to make the
tender type available in the Register application.
3. Click the Submit button to display a save confirmation
window.
4. Click the Close button to close the window.
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AXIS

from AcuSport

MultiStore Administration

The MultiStore Module is currently under construction.
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AXIS

from AcuSport

Personnel Administration

This section contains procedures to set up, maintain, and review personnel data including personal
information, system credentials, work histories, and a list of all employees.
Personal Information

Personal Information includes the employee's name, title, Social Security Number, addresses, phone
numbers, email addresses, and important dates.

o Select an Employee (see page 98)

« Manage Employee Records (see page 100)

System Credentials
System Credentials include an employee's login ID, password, and roles.
« Manage an Employee’s System Credentials (see page 102)

Employee List
The Employee List displays all employees and approved system users.
o View the Employee List (see page 104)

Work Histories
Work Histories provide records of an employee's transactions and services.

« View an Employee’s Transactions (see page 105)

« View an Employee’s Layaways (see page 106)

o View an Employee’s Product Holds (see page 107)

o View an Employee’s Special Orders (see page 108)

o View an Employee’s Completed Work Orders (see page 109)
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Select an Employee

Note: This procedure selects an existing employee from the personnel database for review and
maintenance of the employee's record. To add a new employee to the database, refer to Manage Employee

Records (see page 100).

1. Navigate to the Employee Look-up window.

1. Log Into the Data Center Application (see page 16) to display the Data Center Main Menu

screen.

Employee

[ T vy —— ————_——

2. Select Personnel > Select Employee from the main menu to display the Employee Look-up

window.

Employee Look-up

Last Name:

2. Enter all or part of the employee’s last name in the Last Name field to display all matching results.

3. Double-click a name to select the employee and display the employee's Employee Information for
screen.

aronson
- fiess 10123 Main Stroet
1y: Sk Rapics State: MN - Zip 56379
SSM: 087-65-4321
Phones [[§
@ Number: | 515-555-1212
Emails [
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4. Complete the following procedures as needed:
« Manage Employee Records (see page 100)

Note: The employee record includes the employee's name, title, Social Security Number,
addresses, phone numbers, email addresses, and important dates.

« Manage an Employee’s System Credentials (see page 102)
Note: System credentials include an employee's login ID, password, and roles..

5. Click the tab's Close button to close the screen.
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Manage Employee Records

1. Complete the following procedures as needed to manage employee records:

Add an Employee

Record

T [ ey —

= | 40

= ¥ » [5
& = werg Rl
Add New
Employee

1.

Select Personnel > Add New Employee from the main
menu to display a blank Employee Information for screen.

Employee Information for

Continue with the procedure below.

Edit an Employee
Record

. Select an Employee (see page 98).

[ T T T TR T TS
- I

&L 4 [#]

-

&s
Edit
Employee

If needed, select Personnel > Edit Employee from the main
menu to display the employee's Employee Information for
screen.

3. Continue with the procedure below.

2. Enter/edit Employee information on the screen.
Note: Required fields and settings are displayed with red borders.

First Enter the employee's first name.

Middle Enter the employee's middle name.

Last Enter the employee's last name.

Birth Date Enter the employee's birth date (mm/dd/yyyy) or Select a Date (see page
24) with the calendar button.

Title Enter the employee's title.
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Date of Hire Enter the employee's hiring date (mm/dd/yyyy) or Select a Date (see page
24) with the calendar button.

SSN Enter the employee's Social Security number.

Is Terminated Check the box if the employee has been terminated.

Addresses If an address record is not needed, click its Close (red X) button to close it.
If an additional address record is needed, click the Add (green +) button to
openit.

Preferred If this address record is the preferred method of
contact, check the checkbox.

Type Select the appropriate value from the drop-down
menu.

Address 1 Enter the first line of the street address.

Address 2 Enter the second line of the street address (if
applicable).

City Enter the city.

State Enter the two-letter abbreviation for the state.

Zip Enter the ZIP code.

Phones If a phone record is not needed, click its Close (red X) button to close it.

If an additional phone record is needed, click the Add (green +) button to

openit.

Preferred If this phone record is the preferred method of
contact, check the checkbox.

Type Select the appropriate value from the drop-down
menu.

Voice If this phone number can receive voice calls, check
the checkbox.

Text If this phone number can receive text messages,
check the checkbox.

Phone Number Enter the entire (xxx-xxx-xxxx) phone number.

Emails If an email record is not needed, click its Close (red X) button to close it.

If an additional email record is needed, click the Add (green +) button to

openit.

Preferred If this email record is the preferred method of
contact, check the checkbox.

Type Select the appropriate value from the drop-down
menu.

Email Address Enter the entire email address.

3. Click the Submit Changes button to display a Record Saved confirmation note under the button.
4. Click the tab's Close button to close the screen.
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Manage an Employee’s System Credentials
1. Select an Employee (see page 98).

ﬁm-n Cotomes ddmen  [docaton  fuckties  fowarmi  Gummtung  lnweniory Management  Mesbehips  Munfione  Sencoel  POSMaagement  Prong  Pumhssng  fange  Recewng  Repos  WorkOnden Senp
~ o - - o | u» | i
e d2 o W O & | & I

Select Another _ Ackd Moeow It Trassacios Leyswsys Prodwction Specel  Work Secuty Emg) o
Tmplopss  Tmglopes | Timpioyes Hold  Ordes  Ondeet - [ o
b =3 2
Security

Management

2. Select Personnel > Security Management from the main menu to display the employee's Security
Information for screen.

AccountingPostEntries
AccountingSetup
AccountingSynchronization
AHeeoun tingSynehroniza tion Rispeat New Password
Audit Log
AuditlogView
Cashier
ClassCheckin

agin L
Accounting hanae Login I St
" Meow 1 o

u
Cu ste
CustomerViewRoports
DepartmentManager
Education
Excellmportitem
ExcellmportPhysicallmventory
ExcelloadCustomers

ExcelloadGiftCard

3. Complete the following procedures as needed to manage employee credentials:

Change an 1. Enteranew login ID in the Change Login ID field.
Employee's Log inID 2 Clickthe Submit button to display a change confirmation
window.
=

The user login has been changed.

3. Clickthe OK button to close the change confirmation window.

Change an 1. Enter anew password in the New Password field.

’ 2. Enter the new password again in the Repeat New Password
Employee’s ol
Password 3. Click the Change Password button to display a Record

Saved confirmation note in the lower left portion of the screen.
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Select Roles 1. Complete the following procedures as needed to select the
(Permissions) for an desirec(i;et of roles for the employee:
. eck arole to select it for the employee.
Employee « Uncheck arole to deselect it for the employee.
« Click the Administrator button to select all roles for the
employee.
¢ Click the Unselect button to deselect all roles for the
employee.
2. Click the Submit Roles button to display a Record Saved
confirmation note in the lower left portion of the screen.

4. Click the tab's Close button to close the screen.
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View the Employee List

1. Navigate to the Employee List screen.
1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu

screen.

M e Wil famy At G ey heen mefe e

[
Employee
List

2. Select Personnel > Employee List from the main menu to display the Employee List screen.

Note: If needed, Sort and Filter Onscreen Data (see page 40).
Tk e - - |

el P Mpugeet  romg Reteg  Marge  fecweng et WeaOen  fews

Employee List,

State « Zp - Phone

# 0 User 1D Title Store Last Name First Name Middle Name Address Chty

4006 tarder SALES 1| ANDERSON | THOMAS

4003 | | 3{BATCH | DOMOTDELETE
4 | 1 IEO“CP DUNOIIJEIH‘LI

2002 I 2)BATCH | DONOTOELETE!

4004 {bradw 1| Bracw sargan

4002 brown | Wanager [ 3jemen Kyle i [318 Riviera DR | ALTAMONTE SPRINGS | FL | 32789 3212770274

-llxd‘lno!!‘ General Manager 1 .CN'H.Nﬂ | Sterfing | -iﬂiﬂak 5t | Saint Cloud -MN | 56301 | SESE230245
1} 100001 1| User Suptt

e [ 2t [super
3| 100003 3| User Super

2. Click the tab's Close button to close the screen.
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View an Employee’s Transactions
1.

Select an Employee (see page 98).

-m Cusiomer ddmin __ [dcaton

Fachtes  Fimarma

Mundtone

Senceel  POLManagement  Prcing  Pumhssng  Mange  Facewng  Mepott  WokOwes  Ses

" ¥
~ - . - ] ¥
& & & | NTE £ £ A
Select Anctner  Add Mew Eat 1 Lrgwaf Work Seauwiry Emgioyes
imploye  Tmplayes | Tmpiayes "‘ Oners i
Penconel o] Secwrty | Lmpioyee heports
Transactions,

2. Select Personnel > Transactions from the main menu to display the employee's Transactions of

screen.

Note: If needed, Sort and Filter Onscreen Data (see page 40).

wed May 15 2013 08:07 P
wed May 15 2013 08:09 M
weel May 15 2013 08:106 pu
wed Jun 12 2013 11:55 Py
Thu Jun 13 2013 12:11 pu
Tha Jun 13 2013 12:20 P
Tue Jun 16 2013 11:06 au
Tue Jun 18 2013 11:10 Am
Tue Jun 18 2013 03:18 pu
Tue Jun 18 2013 04:48 pu
Tue Jun 18 2013 (4:49 Py
wed Jun 19 2013 02:29 M
wed Jun 19 2013 02: 20 e
Tha Jun 20 2013 08:06 AM
Thu Jun 20 2013 08:36 au
Thu Jun 20 2013 08:41 a4
Thu Jun 20 2013 02:46 P
Fri Sep 27 2013 02:15 a4
Fri Sep 27 2013 02:37 au
Fri Sep 27 2013 02:40 au
Fri Sep 27 J013 02:43 am
Sat Sep 26 2013 05:35 AM
sat sep 2B 2013 05:40 au
Sat Sep 28 2013 05:59 am

Sat Sep 28 JO13 08:
Sat Sep 18 2013 08:
Sat Sep 28 2013 09:47
Sat Sep 28 2013 09:51 am
sat sep 28 2013 09:54 v
Sat Sep 28 2013 09:56 M
Sat Sep 2B 2013 09:38 am
Sat Seo 28 2013 10:00 AM

kil
Sat Sep 26 2013 08:31
50
5

Time Stamp

Transactions of Super User,

Customer
Shoot Straight Tampa, INC Shoot StraigiD
|shoat straight, TNC shoot Straight Mas|D
Sheot Straight Taspa, INC Shoot StraigD
[shoot Straight, INC Shoot Straight MasiD
Shoot Straight Tampa, INC Shoot Straig|D
[Shoat Straight, INC Shoot Straight Mas|D
shoot Straight Tampa, INC Shoot Straig(D
[Shoot Straight Tampa, INC Shoot StraigiD
Shoat Stralght Tampa, IMC Shoot Straig|D
|Shoat Strafght Tampa, INC Shoot Straig|n
Shoot Straight Tampa, INC Shoot StraigD

Knapp e

Drew Knapp c
[orew Knapp i
Drew Knapp C
forew knapp =
Drew Knapp c
[Mick Adams fc
wick Adams 3
| Ananymous ©
Ananymous. c
[Jake Barnes e
wick Adams c
[Mick Adass €
Wick Adam C
[Joseph Yossarian e
wick Adues <
Joseph Yossarian e
Wick Adams (s
[Mick Adams e
Augie March (s
[Augie March e
Celie walker c
|Eelie walker 3
Celie walker C
Celie walker LS

Transaction Status

False
False
False
Tse
False
alse
False
False
False
[False
False
[True
True
{True

True

True
[True
True

True

True
[True
True

True
[True
True

True

True
[True
[True
ITrue

Taxable

Active

3. Click the tab's Close button to close the screen.
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View an Employee’s Layaways
1. Select an Employee (see page 98).
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e o g Sacurty | impioyee Paport
Layaways

2. Select Personnel > Layaways from the main menu to display the employee's Layaways of screen.
Note: If needed, Sort and Filter Onscreen Data (see page 40).

Layaways of Super User =]
Customer Customer ID Time Stamp Terms ID Total Completed
Clarissa Dalloway 4021 october 01, 2013 ] |$21.30 False
Wick Adams 4026 ctober 03, 2013 o 378,75 [True
Nick Adams 4026 october 08, 2013 { §798.7% False
Nick Adams {406 [october 11, 2013 o |37.99 [False |
Hazel Motes 4036 January 09, 2014 {4 $18.74 False
Hazel Motes 4036 |January 09, 2014 o [s10.75 [False |
Hazel Motes 4036 January 17, 2014 0 517,20 False
Hazel Motes {4036 March 13, 2014 o 52130 [False |

3. Click the tab's Close button to close the screen.
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View an Employee’s Product Holds
1. Select an Employee (see page 98).
=3

Acccunting  CustomerAdmin  [ecaton  Facites  Frearms Cumamisng Monbtore  Feiconel POLMnegement  Prcing  Purdusing  Fange  Macewng feports WorkOwde St
~ 2. [ ™ =2 &

& & & ~ 0| OT# &
Select Another AddNes | It Tresactons Liyswsrn [Products on Specil Emgioyee
imployes  Tmgloyee | Tmpioye Hold | Ordess Lt

Pervcnel Perionnet Mg Lmgicyes heports

Products on
Hold

2. Select Personnel > Products on Hold from the main menu to display the employee's Product
Holds of screen.

Acroemng  Commerddmn  lherien  facioe  foemy  Cummiheg  lmemoryMamguems  Membwibg Mty Ferceest P Mg ey Pechang  Mags  feewrg  faporw  Wokien  Seas

~ o - g - ] 1

[ & G - 0 & 7: & &)
Seetinster MsaNew G5t Toeastoms Lnesn Podeenss Specel Wek | Sewrsy e
[ el Cram Crden | Masagemens ™

- yrznon samen Taeny  Ampoyes Raperm
£ Boocct

Product Holds of Super User_ 2]
Hold Date Product Quantity Customer

June 25, 2014 Lite Rail Barrel wut wWrench 1 Nick Adams
June 25, 2014 [Test Item 001 Case &3 ik Adass

3. Click the tab's Close button to close the screen.
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View an Employee’s Special Orders

1. Select an Employee (see page 98).

-WMHMI_MMMM—F‘%Mm-mmmmwm.mmms—-
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2. Select Personnel > Special Orders from the main menu to display the employee's Special Orders
of screen.

i 12 - Ovt Coer g - .
Special Orders of Super User, =]
Completed Terms Special Order Date Customer Active Notes

False Minimum 25 % of the total due noSeptember 28, 2013 Jake Barmes True SIG SAUER P28 Holster
T pinimn 25 % of the toral due noSeptesher 25, 2013 |Nick Adams: frese (el |
True Minimum 25 % of the total due noSeptember 25, 2013 Wick Adams True
False Miniein 25 % of the total due r 28, 2013 Joseph Yossarian |True 18 |
True Minimum 25 X of the total due noSeptember 28, 2013 Nick Adams True
False Minjeus 25 X of the total due L ¢ 28, 2013 fe March [True | |
False Minjmum 15 % of the total due noSeptesber 18, 2013 Celie walker Trie
False Minimm 25 % of the total 28, 2013 [celie walker [True | |
False Mimimum 25 % of the total due noSeptesber 28, 2013 Celie walker Trie
False Minfmum 25 X of the tota] due nojSeptesber 18, 2013 |CharTie Marlow [True | |
True Minimum 25 % of the total due noSeptember 28, 2013 Santiago Hesingway True
False pintes 25 % of the total due nojSeptesber 28, 2013 |santiage weminguay [True |
True Minimum 15 % of the total due noSeptesber 28, 2013 Santingo Hesingeny True
False Minimum 25% of the total due v 28, 2013 [santiage Hemingeny [True | |
False Minimm 25 % of the total due nodctober 01, 2013 clarissa Dalloway True
True Minjmum 25 X of the total due nodctober 08, 2013 [Nick Adams [True | |
True minieum 25 X of the total due noOctober 10, 2013 Nk Adams Trusa
True Pﬂnlu 25 % of the toral due noidctoher 10, 2013 |Nidt Adans ||'M P!u fang-dangled item #27475 |
True Minimum 25 X of the total due nooOctober 11, 2013 Jordan Bradwast True
True Minfmum 25 % of the total due nooctober 11, 2013 Jordan Bradeast |True | |
True Mirimun 15 % of the total due nooctober 11, 2013 Mathew Christensen Trise
False Pﬂn‘— 25 X of the total due m‘\kuﬁ!r 11, 2013 |II|d( Matthews [True |
False Minimum 25 X of the total due nogctober 11, 2013 Nick Adams True
False Minfmum 25 % of the total due noOctober 11, 2013 [Nick Matthews [True | |
False Minimum 25 % of the total due nogctober 11, 2013 Nick Matthews True
i prinimim 25 % of the total due nojpctober 11, 2013 Nick Matthews [True | |
False Minimum 25 % of the total due nodctober 12, 2013 Jake Barnes True
True inieum 25 % of the toral due tober 29, 2013 ik Adams. rue T 123
False PI::niliull 25 % of the total due mmaw 08, 2014 mue'l Motes r:n.e pros l
False Mindeus 25 X of the total due nodanvary 09, 2014 [Hazel Mates [True | |
False Minimum 15 % of the total due noMarch 26, 2014 Hazel Motes True

3. Click the tab's Close button to close the screen.
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View an Employee’s Completed Work Orders

1. Select an Employee (see page 98).
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2. Select Personnel > Work Orders from the main menu to display the employee's Work Orders of
screen.

. . - - T

4 Wk Onders
Work Orders of Super User, =]
Customer Customer ID Terms work Description work Order Date Due Date Completed Delivered Active
Nick Adams 4026 Fayable upon completion |STRING AND TUNE MATTHEWS October 07, 2013 October 24, 2013 True True True
Nick Adams 14026 | |sharpen Bullet joctaber 11, 2013 2, 013 [Teue [True e |
Nick Adams 4026 getober 11, 2013 October /1, 2013 Trie False True
Edgar Tarzan o84 | |Fix fx Pﬂ.ﬁ!!‘ 1, 2013 tober 21, 2013 [True [True (True. |
Edgar Tarzan 4084 Fix broken grip october 11, 2013 october 21, 2013 True False True
Nick Aduss 026 | sharpen gullet jocreber 11, 2013 [october 21, 2013 [True [Teve |
Nick Adams 4026 Payable upon completion [Labor october 17, 2013 October 24, 2013 Trise True True
Nick Adams 4026 | joctaber 17, 2013 joctober 27, 2013 o [False e |
Nick Adams 4026 Payable upon completion Sharpen knife october 24, 2013 Novesber 07, 2013 True True True
Nick Adass 4o |Payable upon completion [Sharpen Knife tober 24, 2013 5 e 07, 2003 True [True [True |
Nick Adams 4026 DAILL AND TAP FOR SIGHT foctober 29, 2013 Novesber 08, 2013 False False True
Hazel Motes |a036 | |Fix moving parts |January 13, 2014 [anuary 23, 2014 [True [Trus [True
Hazel Motes 4036 Payable upon completion |(nat?) gunsmithing Jamary 17, 2014 February 14, 2014 False False True
Hazel Wotes 14036 [Payable upon completion |Februrary work order  [February 04, 7014 [February 26, 2014 Fatse [False rue |
Hazel Motes 4036 Repair Firing Pin March 12, 2014 March 22, 2014 True False True
Haze] Motes 14036 [Payabile upon cospletion work order 001 parch 12, 2014 March 13, 2014 [False [False frrue |

3. Click the tab's Close button to close the screen.
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AXIS

from AcuSport

Customer Administration

This section contains procedures to set up, maintain, and review customer data including personal
information, ID types, house accounts, purchase histories, and an assortment of useful customer lists.

Personal Information
Personal Information includes the customer's name, ID numbers, addresses, phone numbers, email
addresses, websites, important dates, and notes.

o Selecta Customer (see page 113)

o Set Up and Maintain a Customer Record (see page 114)

o Clear the Currently Selected Customer (see page 117)

Customer List

The Customer List collects every customer record in the database into a single list. This list can be exported to
Excel for use outside the system. The Customer List screen provides tools for identifying and dealing with
duplicate customer records.

o View and Update the Customer List (see page 118)

o Import Customer Data (see page 119)

o Manage System-ldentified Duplicate Customer Records (see page 121)

« Manage Manually Identified Duplicate Customer Records (see page 126)

Best Customer List

The Best Customer List determines the top-spending customers in the database and displays themin a
sorted list. The list defaults to showing the top 25 customers but can be configured to display a larger list.

o View the Best Customer List (see page 129)

ID Types

ID Types include the variety of credentials (drivers licenses, military IDs, carry permits, etc.) with which a
customer's identity may be verified.

o Manage |dentification Types (see page 87)

Alias IDs

An Alias ID provides an easier and simpler way of identifying a customer in the Register application. The
Customer Alias ID Update screen displays every customer record in the database along with its Alias ID (if
assigned) and provides a tool for assigning an Alias ID to a customer or editing an existing Alias ID.

o View and Update the Customer Alias ID List (see page 130)

House Accounts

House Accounts allow customers to charge purchases to an account (up to a preset limit) and pay the balance
at a future date. The House Accounts Report provides an up-to-date overview of all house accounts including
account holders and balances.
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o SetUp and Edit a Customer's House Account (see page 131)
o View the House Accounts Report (see page 134)

Deposits

Deposits allow customers to provide funds toward future purchases (particularly firearms). A deposit must be
redeemed all at once. The Deposits List screen provides an up-to-date list of all active deposits.

o View the Deposits List (see page 135)

Purchase Histories

Purchase Histories provide a record of a customer's transactions, purchased services, memberships, and
signed waivers.

o View and Use a Customer’s Transactions History (see page 136)

o View and Update a Customer’s Memberships (see page 138)

o View and Print a Customer’s Signed Waivers (see page 141)

o View a Customer’s Layaways (see page 142)

o View a Customer’s Product Holds (see page 143)

o View and Update a Customer’s Special Orders (see page 144)

o View a Customer’s Completed Work Orders (see page 146)
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Select a Customer

Note: This procedure selects an existing customer from the customer database for review and maintenance
of the customer's record. To add a new customer to the database, refer to Set Up and Maintain a Customer
Record (see page 114).

1. Navigate to the Customer Look-up window.

1. Log In to the Data Center Application (see page 16) to display the Data Center Main Menu
screen.

P T

Select
Customer

2. Select Customer Admin > Select Customer from the main menu to display the Customer
Look-up window.

Customer Look-up

Phone: Last Name: -

2. Complete either of these procedures:
o Enter the customer phone number in the Phone field.
« Enter all or part of the customer’s last name in the Last Name field.

3. Pressthe Enter key on the keyboard to display all matching results.

Customer Look-up
Phone: __ - - Last Name: “-4 -
Last Name First Name Middle Name Suffix Primary Address Country Birth Date

March Augie 4253 End Street |UNITED STATES

Marlow (Charle | | |6 Darknss Bl |umm STATES |

Marlowe Philip 4892 Sleep Drive Apt 452|UNITED STATES

Matthews iNiC‘( | | 5345 Pine St |UmED STATES | February 13, 1967
Maturin Stephen | 83 Yale Rd |UNITED STATES

Matzerath iOsIur | | 19590rum Drive |UNTT!D STATES |

McCrae Augustus | |9083 Lonesome Drive  [UNITED STATES

| |

Merrill |Necldy | | |saz! Cheever Way |UNITED STATES |

Meursault Albert |6789 Stranger Street  [UNITED STATES

Milne |Etynn | | |PQ Box BEX |UNIT‘ED STATES |

Milne lim | | x |UNITED STATES

Moriarty |Dean | | PO Box 26401 |UN1TED STATES | February 09, 1054
Motes Hazel [NMN {98772 Blood Road |UNITED STATES October 10, 1970
Motes ]mry | | |nz Main Street |uMn'ED STATES | January 14, 1964

4. Double-click a name to select the customer and display the Overview of screen for the customer.
5 oo ; >

Overview of Hazel Motes
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Set Up and Maintain a Customer Record

1. Complete the following procedures as app

ropriate to maintain customer records:

e T e e e ey e ™

Add a Customer Fj

a2 O0fX anld 2 8B

[L¥F] e 3
Add New

Mt W hape

Record

Customer

1. Select Customer Admin > Add New Customer from the
main menu to display a blank Customer Information for

S

creen.

Continue with the procedure below.

—

Edit a Customer
Record

3.

Select a Customer (see page 113).

I ——— E = ‘
A & B [aT S sk a izl : 4 D@
e _....\ 1 = e B -

Customer Info

and Edit

Select Customer Admin > Customer Info and Edit from
the main menu to display the customer's Customer

Information for screen.

Continue with the procedure below.

2. Enter/edit Customer information on the screen.
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Note: Required fields and settings are displayed with red borders. Some fields may not be present in

all situations.

Note: If the customer has a government-issued ID, click the Scan button to scan it and automatically fill

certain fields.

Prefix Select a prefix from the drop-down menu.

First Enter the customer's first name.

Middle Enter the customer's middle name.

Last Enter the customer's last name.

Suffix Select a suffix from the drop-down menu.

Gender Select a gender from the drop-down menu.

Company Enter the customer's company name.

Birth Date Enter the customer's birth date (mm/dd/yyyy) or Select a Date (see page

24) with the calendar button.

Customer ID

The system automatically generates a unique number and assigns it to the
customer.

Alias ID Enter a unique retailer-generated number per store policy.
Salesperson Select the appropriate salesperson from the drop-down menu.
Tax ID Enter the customer's unique, government-issued number to designate tax-

exempt status for the customer.

ID #1;1D #2; 1D #3

Enter up to three unique ID records. Click a tab to display the fields for that
record.

ID Number/# Enter the ID number.
ID Source Select the ID source from the drop-down menu.
ID Expiration Enter the ID expiration date (mm/dd/yyyy) or

Select a Date (see page 24) with the calendar
button.

FFL Enter the customer's FFL number.

Note Enter a brief explanatory note about the customer to be displayed at the
Register.

Scan Click the button to scan the customer’s government-issued ID and
automatically fill certain fields.

Addresses If an address record is not needed, click its Close (red X) button to close it.
If an additional address record is needed, click the Add (green +) button to
openit.

Preferred If this address record is the preferred method of
contact, check the checkbox.

Type Select the appropriate value from the drop-down
menu.

Country Select the country from the drop-down menu.

Address 1 Enter the first line of the street address.

Address 2 Enter the second line of the street address (if
applicable).

City Enter the city.

State Enter the two-letter abbreviation for the state.
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Zip Enter the ZIP code.
County Enter the county.
Phones If a phone record is not needed, click its Close (red X) button to close it.
If an additional phone record is needed, click the Add (green +) button to
openit.
Preferred If this phone record is the preferred method of
contact, check the checkbox.
Type Select the appropriate value from the drop-down
menu.
Voice If this phone number can receive voice calls, check
the checkbox.
Text If this phone number can receive text messages,
check the checkbox.
Phone Number Enter the entire (xxx-xxx-xxxx) phone number.
Emails If an email record is not needed, click its Close (red X) button to close it.
If an additional email record is needed, click the Add (green +) button to
openit.
Preferred If this email record is the preferred method of
contact, check the checkbox.
Type Select the appropriate value from the drop-down
menu.
Email Address Enter the entire email address.
Web Sites If a website record is not needed, click its Close (red X) button to close it.
If an additional website record is needed, click the Add (green +) button to
openit.
Preferred If this website record is the preferred method of
contact, check the checkbox.
Type Select the appropriate value from the drop-down
menu.
URL Address Enter the website's URL address.

3. Click the Submit Changes button to display a confirmation window.

Customer Hazel Motes saved.

4. Click the Close button to close the confirmation window and display the customer's Overview of
screen.

Wk Ovian eam

e ey ey
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Overview of Hazel Motes
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Clear the Currently Selected Customer

1. Click the Customer Admin tab to display the Customer Administration ribbon.

2 ¥ [ -

bots Acceonty Bamt Cumomar Cuiemar AkstID Dapeams

Repant Lint Lat Updatr  Lst
Reports

Overview of
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View and Update the Customer List

1. Navigate to the Customer List screen.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu
screen.

e o e g e e e T e~ i
a &8 & »~ 7 00X A RB 2 HIE —
- me el el iy~ o et —- et - -l =W g ~=1¢ -~ by~ punfbael -y -

Customer
List

2. Select Customer Admin > Customer List from the main menu to display the Customer List
screen.

Note: If needed, Sort and Filter Onscreen Data (see page 40).

Customer 1D . Email Type ~

1| Adams Mick PO Bax TES4 5t Claud MN 56304 UNITED STATES| 2186812215 | 000381002653 | 101

1] Addams Frankie WIEhstE Winking M w614 | Personal
1 Angstrom Rabbst 1 | PO Box 5543 51 Cloud MN | 56304 | UMNITED STA 'f"‘ 2185549423 | DOOOLLO40903 | 10070004010 | Persoral
1 Archer [Mewland | | | PO o 235TA St Cloud MN | | 56303 | UNITED STATES | 6126627489 | 000381103352 101701004099 | Business *
1 I Asiza .fl.‘.IPIII ) | | | 1 | 1 364 Choldera Larw .’3‘. Cloud .F.‘N | I 56: %u-lih:' [14] ‘ﬂo(;Fﬂ. %X‘-‘-—l&‘ﬁ .‘f...‘. 000381107831 { 100 .'0'.(‘040.77 I Personal
1] Bames Tae | I I e [ 1853 Sunvise Bhvd. [siCow [N | [ 50301 | UNITED STATES | 3208284971 000381015057 101701004058 | Business

2. Complete the following procedures as needed:
o Import Customer Data (see page 119)

Note: Customer data may be imported into the Customer List screen by creating, populating,
and importing a formatted Excel file.

o Manage System-ldentified Duplicate Customer Records (see page 121)

Note: Customer records that contain similar information (as identified by the system) may be
merged into a single record or permanently distinguished from each other.

« Manage Manually Identified Duplicate Customer Records (see page 126)

Note: Customer records that contain similar information (as identified by the user) may be
merged into a single record or permanently distinguished from each other.

3. Click the tab's Close button to close the screen.
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Import Customer Data

Complete the following procedure to import customer data into the Customer List screen by creating,
populating, and importing a formatted Excel file.

1. Navigate to the Customer List screen.

1.

Log In to the Data Center Application (see page 16) to display the Data Center Main Menu
screen.

= = = = e e e e e s e e e e e s
& B & ~ 0 X a4 P 2 # WT_J
e Cumes Com | il T e i P~ - | il -

Customer
List

Select Customer Admin > Customer List from the main menu to display the Customer List
screen.

Note: If needed, Sort and Filter Onscreen Data (see page 40).

Customer List, ]

Ci State o Zip w Country Phone Alias 1D
Mick. NN Hale 1977 10 23 PO Box 7854 ST CLOUD MN S6304 | UNITED STATES | 2186812215 | 000381002693

5524433 | 40001 1040

Ragunnd

K5 m e o B e e -

A BEE EE Hewitmm: fo% ¢ W --'1::.'—":.77 [oeninn |

a1

TR T w
Enest [NV Fomst Comcaen XUURGE 71 Digts Dty Chae

3. Populate the Excel file with customer information.

Note:

The file must adhere to the validation requirements indicated in row 1 and below:

First Name and Last Name are required fields.
No entry may have the same values for First Name, Last Name, and Birth Date as any other
entry in this file or already in the system.

If the Email Address field is populated, the Email Type field is required.An entry in the Email
Type field must exactly match one of the defined email types (Personal, Business, or Other)

Any entry in one of the ID Source columns must exactly match one of the sources defined on the
Identification Types screen. (Select Setup > Identification Types to view this screen.)

4. Save the Excelfile.

# Store Las!
1] Adams Nick HhN hale 1577 10 23 PO B 7854 STCLOUD MM | 56304 | UNITED STATES | 2186812215 000381002693 | 10170 usporirtg@gmaicom
1 Adams Nick I ] | | 101703005015
S £y vy S s 30 | LNITED STATES. 21804042 000011040903 | 101 I0000A0N0 | inndaisaree

t Name o« First Name Middlie Name ., Gender irth Month . Barth Day  Address City State | Zip Country Phone Aias [T Customer ID . Preferred Email

......

Customer List,

5. Click the Import button on the Customer List screen to display the Load Excel Import window.
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Computer » Data (B} ¢ Acutport v A Datscenter » ~ | 43 J Search Asia Durtocerier B

Mew foides =« [ @
Frernrs ] - Size
B Desktcp k de
8 Downlnds q e
5 Rexent Places | ExcefTemnplates.
o
4 Desircp Ea
i Librasies o
Decuments Rescurces
I My Documents R
I Puble Documents b Views
o Wi
A Bt
File parne: = | Eel documents (k) (aks) = |
=

6. Browse to the desired location.
7. Ifthe system detects any errors, it displays the Import Complete with Errors window.

Import Complete with Errors

Last Name is required, and was not supplied: 1

0 items uploaded 1 Errors

Please Print or Save the errors

Complete any of the following as needed:
« Click the Print/Save button to display the errors in a formatted template file that may be manually
printed and/or saved. Click another button as appropriate to close this window.
o Click the Continue button to continue with the import for the uploaded items.
¢ Click the Cancel button to cancel the import.

8. When the import is complete, the system displays the Upload Complete window.

Upload Complete

9. Click the Close button to close the window.
10. Click the tab's Close button to close the screen.
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Manage System-ldentified Duplicate Customer

Records

Complete the following procedure to automatically identify duplicate customer records and either merge them
into a single record or permanently distinguish them from each other.

1. Navigate to the Customer List screen.

1.

screen.

Log In to the Data Center Application (see page 16) to display the Data Center Main Menu

screen.

Select Customer Admin > Customer List from the main menu to display the Customer List

Note: If needed, Sort and Filter Onscreen Data (see page 40).

Customer List,

# Store Last Name Firss Name Middlie Name: Gender Birth Year Birth Month Barth Day Address City State Zip Country Phone o Alias ID « Customer ID Preferred Email [
1] Adams Nick NN tale 1977 10 23 PO Bax 7854 STCLOUD  MN | 56304 | UNITED STATES | 2186812215 | 000381002683 | 101701004026 | acusportrig@gmai.com |
1 Adams | Mick | | | | | | | | | 101701005015 | |
1 ogwam s B0} By 5543 % Cloud sy g 45423 | 00011040903 1101200004010 Linnda :

O

o I

7 i =

# [
ot Mvowrts Beil Custorwr  Cuntoerer  Shn 1D
Raport ™ [

L&)

fapon

Click the Find Duplicates button to display the Duplicate Customers list.

- lron  fecite  fresws  Gummiteg ey Musgees | Mmbehgr Wittt Pwsowel  PClMwsgaeet  fuorg  Puthemg  fage  faceeg  Rapom  WoekOden e

Customer List,

# Store . Last Name . First Name Middlie Name . Gender ., Birth Year . Birth Month . Barth Day . Address City State « Zip « Country Phone 1 Alias 1D L ——
1] Adams Nick Hahi tale 1977 10 23 PO Bax 7854 STCLOUD MM | 56304 | UNITED STATES | 2186812215 000381002693 10" re—
1| Adams | Mick | T T T T Cuttomer
l--\ngv.lon- .le:nl -PU Bow 3543 :S‘. Cloud .Ml‘f S6304 | UNITED sr&lis.zlsswu:ml IIHD‘N.‘]. u Mesge Customer Records
* 1| Ascher MNewland PO Bax 2357A 5t Cloud. MN $6303 | UNITED STATES | 6126627489 | 000381103352 | 10
1 aiza  Flarenting | | 364 Cholers Lane [StOlud | MN_|56304| UNITED STATES | 3204465797 | oooas1iozess 1c | 1Wok DUBICHIS REconis
1| Bames |dake | 1568 2] 15 893 Sunrise Bhvd |5t Coud (MM se301| F u
1 M«mﬁ Wil Male '.984. 3| '.-;- 853 Sunrise Bhd 51 Cloud MiU $6301 -U.NKIIEID Sf:ﬂ“f‘iﬁ. SBOQLS?\T'}. i | u
tsames  Lim [ | | | [ | | unaren stares| [ 5]
-__I._--B-I'. Ly 1583 12 I5 777 House of Minth Way | Sartell MN 5&3?7' ‘-‘)i‘)-t\'lﬂalm‘\)iﬁ_l-l
1 Bendrix Maurice | 1 mﬂmﬂ | etroit 1 Tan 6ATE 103307 1t
1| ks iaips i) ] | 254 Main 5t W [Sartell MM | 56377 UNITED STATES | 320465 361103321 10
(smmasis  [cmao (A sa1 UNITED STATES| Si5e467216 0onseLioasos il

Duplicate Customers

o Last Mame. - First N

Matet Hazel

3. Clickaname in the Duplicate Customers list to display the duplicate customer records.
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| TopgleMerge HideDuplicates  Import ExportTemplate Customer List, |
# Stome . LastName « FistName . Middis Name o Gender . ith Year - Birth Month . Bth Day - Address Ciry State . Tip  Country Phone o ABSSID 6 C Sy oo

1] Adams Nick NN hale 1577 10 23 PO B 7854 STCLOUD  |MN | 56304| UNITED STATES | 2186812215 | coo3ato02603 | 10 (=

T T Sacordary {uttome

1 Adams | Nick | | | 1 | 1 | | | | [

1| Angstrom Ralbbit PO Box 5543 _S: Cloud MN _M;s:.u_UNIrEDsr&ris_z]ssw)J_mnnﬂMl U MHQI: Customer Records
. 1, Ascher Nealand PO Bax 2357A 31 Cloud MN 56303 | UNITED STATES | 6126627489 000381103352 10

1 diza  Flarenting 364 Cholesa Lare [StClud | MN | 56304 | UNITED STATES | 3204465707 | oooas1ioangs 1 | 1Wok DUBCHtE eSS

A[dames ke 1 1 [ s 2l is|ovsunisedhd  [SiCowd (MM |S6a01]UNITEDSTATES | 306204971 000381019097

L Barmes  wills | Male 1964 3 15891 Sunise Bhvd 5t Cloud MN | 55301 UNITED STATES | 3204457172 1

i [ [ I I I | I |unaren stares| [ fu

1 gan Lay 1588 12 25 777 House of Minth Way | Sartell M 377 | UNITED STATES | 2186815522 000381001238 | 10

bendis  [Marie | I l | [POBax32 |Devoittakes T 5476 unn 5| 214547312 000381103307 10

1 Biswas Naipaul 254 Main 5t W Sartell MN | 56377 UNITED STATES | 3204653779 000381103321 10

1 Blackwood | Mary Katheriew I [ (45 9ama5ts [comarBo  |ca|95741| UNITED STATES 054467215 | 000381102605 | U

Mame: Hazel NMN Motes
[, || Birth: 10/1072870
Customer [D: 101701004036
Aliad ID: 000381003362
10 #1: 123456789, Minnesots Driver's License, bipe 1/9/2019
98772 Blood Road
ST CLOUD, MK, 56303

Name: Fazel Motes
Birth: 10101970
Customer 10: 101701005017

Duplicate Customers

4. Determine the relationship between the displayed customer records:
« Ifboth records are for the same customer, they may be merged into a single record. One will be
the Primary record (to be retained in the customer list) and the other will be the Secondary record
(to be merged and removed).
« Ifeachrecord is for a different customer, they may be distinguished from each other.

5. Complete the appropriate procedure for the displayed customer records:
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Merge Customer Complete the following procedure to merge two records into a single
customer record.

Records -
& & 0 & s 0O Yoa oS *i.E'?

Customer List,

s 2. G
e
T3 Bl

37 c1cum e s

1. Determine which customer record will be retained and click its
Select Primary button to display the customer information
the Primary Customer field.

2. Determine which customer record will be merged into the
other and click its Select Secondary button to display the
customer information in the Secondary Customer field.

T S ——
- ¥ §@

- O ¥ m 3 -

Customer List,

ST Bl it
37 c1cum wme s

3. Clickthe Merge Customer Records button to display the
Confirm Merge Operation screen.

User Guide Customer Administration - 123



i~ | T
Confirm Merge Operation 2

S — PO

&% This will merge all data from the Secondary Customer record into the
¥ Primary Customer record.

The Primary Custormner record will take priority.
The Secondary Customer record will be deleted.

Press "Ok" to continue or "Cancel” to abort.

QK | Cancel |

4. Click the OK button to display a merge confirmation window.

The two customer records have been merged.

5. Click the Close button.
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Distinguish
Customer Records

Complete the following procedure to establish two records as
distinct customer records.

T e e e e e e e e ey g~ =y~ ~T3E ™}

- o 2o om i o *i,E_E

| TomgleMope  tudeluplcme | bt | Lapert Templee Customer List, L]

Duplicate Customers ]

e i1
s B 30 T

s 2. G
10, LML, Rt oy . o LA
777 Bl

37 c1cum e s

1. Click a customer record's Select Primary button to display its
customer information in the Primary Customer field.

licate Customers L

e 219
arc £ 38R0

2. Click the other customer record's Select Secondary button
to display its customer information in the Secondary
Customer field.

s B 30 T

1001, L34, st Doy e, o LT
77 Bl

37 c1cum wme s

3. Clickthe Not Duplicate Records button.

6. Click the tab's Close button to close the screen.
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Manage Manually Identified Duplicate Customer
Records

Complete the following procedure to manually identify duplicate customer records and either merge them into
a single record or permanently distinguish them from each other.

1. Navigate to the Customer List screen.
1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu

screen.

2. Select Customer Admin > Customer List from the main menu to display the Customer List
screen.

Note: If needed, Sort and Filter Onscreen Data (see page 40).

Houte Mvowets  Bel Cuttorwr  Cuttoorer S D
—
Customer List, ]
# Store . LastName - First Name Middie Name « Gender « Birth Year « Birth Month | Birth Day = Address City See «| Zip = Country Phone Alias 1D Customer 1D+ Preberred Email
1| Adams Nick WM Male 1977 10 23 PO Bax 7854 ST CLOUD MN 56304 | UNITED STATES | 2186812215 | 000381002693 101701004006 | acusportrig@gmai.com I
1] Adams Nick I ] ] ] 101701005015 |
oS T e g ot I s oy b vy Tendatores

2. Click the Toggle Merge button to display merge controls with Primary Customer and Secondary
Customer fields on the right side of the screen.

Customer List, ]
# Store Last Name Firss Name Middis Mame Gender Birth Year Birth Month Barth Day Address City State Zip Country Phone Alias ID G
1| Adams Nick NN Male 1977 10 23 PO Bax 7854 ST CLOUD MN 56304 | UNITED STATES | 2186812215 | 000381002693 1(
1 | Angstrom Rabbit { | | | .lC Box 5543 .!'. Cloud .I-"\ | 6304 :J:l!.'E['ShﬂllS. S]S&biﬂd,‘.‘IWi 1040%0 }. 10
1acher  Newland | | | | | PO Box 23574 E==] [mn [se303] | | 103352 10"
1| Asiza Florentino 364 Cholera Lare $1 Cloud MN S6304 | UNITED STATES | 3204465797 | 000381102881 | 10

3. ldentify two customer records with similar information and determine their relationship:

o If both records are for the same customer, they may be merged into a single record. One will be

the Primary record (to be retained in the customer list) and the other will be the Secondary record
(to be merged and removed).

« Ifeachrecord is for a different customer, they may be distinguished from each other.
4. Complete the appropriate procedure for the customer records:
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Merge Customer
Records

Complete the following procedure to merge two records into a single
customer record.

Right-click the name of the Primary customer record to display
a list of options.

Click the Select Primary Merge Customer option to add the
customer information to the Primary Customer field.

Right-click the name of the Secondary customer record to
display a list of options.

e R

.a.

Customer List, ]

Bt ik [

4. Clickthe Select Secondary Merge Customer option to add
the customer information to the Secondary Customer field.

.a.

Customer List, ]

T

Click the Merge Customer Records button to display the
Confirm Merge Operation screen.

- =
Confirm Merge Operation | 2|
— S e S s
=% This will merge all data from the Secondary Customer record into the
Y Primary Custormner record.
The Primary Customer record will take priority.
The Secondary Customer record will be deleted.
Press "Ok" to continue or "Cancel” to abort.
0K | Cancel |

6. Click the OK button to display a merge confirmation window.
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The two customer records have been merged.

| Close
7. Click the Close button.
Distin gu ish Complete the following procedure to establish two records as
distinct customer records.

Customer Records

1. Right-click one of the customer records to display a list of
options.

2. Click the Select Primary Merge Customer option to add the
customer information to the Primary Customer field.

3. Right-click the other customer record to display a list of
options.

Bt b [

4. Click the Select Secondary Merge Customer option to add
the customer information to the Secondary Customer field.

5. Clickthe Not Duplicate Records button.

5. Click the tab's Close button to close the screen.
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View the Best Customer List

1. Navigate to the Best Customer List screen.
1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu

screen.

Best Customer
it

2. Select Customer Admin > Best Customer List from the main menu to display the Best
Customer List screen.

Best Customer List,
P . G ) (s 8 =
# Siee o Last Name First Name . Middie Name . Gender « Address city State . Zip « Country Phone Email Product Count Product Sum
1| Adams Nick NMN Maie PO Box 7854 ST CLOUD MN 56304 | UNITED STATES | 2186812215 acusportrig@gmail com 145 $11.083.595
l.ﬂﬂ!r\)lﬂﬂ\ls | | I | | | | | | | lﬂ. $5,420.00
1| Christensen  Mathew | Male | 3477 Cearview Dr |Saint Cloud | MM | 56303 UNITED STATES | 3202258191 crasy@yahoocom | [l 5424000
| [ [nan | |o8772 Blood Rosd |STCLOUD [Mn | 6303 |  blacke: I 1] 4028
.r|-|.||:\ | 123 Tent .5—'-":7 .'.léJl". MN | ‘t‘:‘."‘ﬁ UNITED "fqu |?3:.‘|ﬁ73‘1ﬁ‘ | ‘t. §3.430.00
T Ml |534%Pinest  |SoukRapids |MN | 55432| UNITED STATES| 5435345556 T o] SL7ER00
I .=§)§§W&\|| Wﬂ,'-wmlt Park .MN .ﬁﬁ%ﬁ-“llhﬁ?fﬂfﬂ.&l‘fﬁ.7"|M:r>€§“:§ﬂ‘r:‘.“\\(l‘.m | 7. $1.260.00
[Male |65 MainSireer | Foley [Mn [seary[unimen states| sozeozmisl [ 7 $610.00
| iso3SureiseBhd StCloud MM | 56301 UNITED STATES| 3208284971 accour@arsscom 15] 346200
| |#353 Antoine Dr | Stcloud MM | 56301 UNITED STATES | 3208579764 w@arss.com 1 85.00
| 1267 imest Way  Wioubun | MN_| 65747 UNITED STATES | 2185578467  hewBursscoms 3 56100
Maie BBS146 Joyce Rd Waite Park | MIN 54755 UNITED STATES | 3200547753  daligas@arss.com 13 5499
| | “]]'.’I‘-')n Street _':( Cloud N‘N .'J(JJU?_UN:'.[.L\ STIA.'.ES-IJ!IJ}IJ‘:a?I.A.. J'). $52.50
NMN 123 That Strest | CITY MN | 12345 UNITED STATES | 1234567850 1 $30.00
| | | PO Box 287 Sartell | MM 56377 | UNITED TES 6126364457 stand@arss.com 1 §30.00
L LT 1 e e = o

2. If needed, complete the following procedure to modify the contents displayed in the list:
1. Complete any of these procedures to set list criteria:
o Select the desired department(s) from the Selected Departments drop-down field.

o Enter starting and ending dates in the Date Range fields to display results from that time
frame.

o Enter the preferred number of results in the Record Count field to limit the list length.
2. Click the Update button to display the updated list.
Note: If needed, Sort and Filter Onscreen Data (see page 40).

3. Click the tab's Close button to close the screen.
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View and Update the Customer Alias ID List

1. Navigate to the Customer Alias ID Update screen.
1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu

screen.

Alas 1D
Update

2. Select Customer Admin > Alias ID Update from the main menu to display the Customer
Alias ID Update screen.

Note: If needed, Sort and Filter Onscreen Data (see page 40).

Customer Alias ID Update,

# Store . LastName « First Name o Middie Mame  Address Edit Alias . Alias ID
1] Adams Nick NN PO Box TH54 000151002693
) Nick | i B A

% .
Fd 00381103352
[64choleatane | °  ooosmiiozes
| 593 Sunvise Bhvd | & 000381019097
-
593 Sunrise Bl F.
(777 House i ethway| . oo03a10m238]
PO Bow 32 |8 ooommnonm
e e SR
245 920 515 & ooomnioze0s
[esaommen [0 ooosuiomsez
1983 Ulysses Turnpsks & 000000352130
| BA5186 Jayce Fid | 000381001148

000381004291

e

7729 Crena Way &
[aspyore [ 7 ooosauioas|

Jorda 65 Main Street 4
iBan [23Connall 1 L= 0003110959
Jean 589 Prime Drive 000381018335
[Hokden [572 sainger hosa Al oeoonnadsos
Phottss PO Box 300 & 0003810193489
Nick Hhn 32685 Hammetvill | . ° 000381102485
| enry | |PoBox 1 | 4 u‘:ngnm."w_
[ Mabew Jsrcemienn [ 5
| Clasdine PO, Box 23904 7 oomLI0NTS
| Quentin POBos 211 o o103
Laiige D790 Eyestrain Rd Fd 00381019400

= 2

2. Complete the following procedure as needed:

Create/Edit an Alias
ID

/ﬂer Alias ID Update,,
oy 4
fire)

1. Click a customer’s Edit Alias ID button to display the Edit
Alias ID window.

Edit Alias ID.

[000381002603 |
0K Cancel

2. Enter anew alias ID in the field.
3. Click the OK button to close the Edit Alias ID window and
display the new alias ID in the customer’s record.

3. Click the tab's Close button to close the screen.
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Set Up and Edit a Customer's House Account

1. Navigate to the customer's House Account for screen.
1. Select a Customer (see page 113).

Account

2. Select Customer Admin > House Account from the main menu to display the customer's
House Account for screen.

Note: If the customer does not have a house account, the sc

reen will display as shown below.

House Account for Hazel Motes,

House Account for Hazel Motes_

Transactions on Account

Date/Time Cashier Transaction Total

Payments on Account

Date/Time Received By Fayment Amount

it SLZS000

$0.00

2. Complete the following procedures as appropriate to manage house accounts:
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Create a House A0 5 ~TOfruro. : B
Account T s

1. Click the Create Account button to display an account limit
entry window.

Enter Account Limit for new Account

Dok canel

2. Enter an account limit amount in the field.

3. Clickthe OK button to close the account limit entry window
and display the new house account on the customer's House
Account for screen.

Edit the House
Account Limit

1. Enter a new account limit amount in the House Account
Limit field.

2. Click the Update Account button to display an update
confirmation window.

Account Limit was updated to $1,250.00.

3. Click the Close button to remove the confirmation window.
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View a House
Account
Transaction's Details

1. Click a transaction to display its Transaction Detail and
Payment Detail record.

2. Double-click the record to close it.

Close a House Note: If a house account has an outstanding balance, it cannot be
Account closed.

1. Click the Close Account button to display an update
confirmation window.

Note: If the house account has an outstanding balance, the
following message displays:

An account cannot be deleted until the balance is $0.00.

Have the customer pay off the account before attempting to
close the account.

Are you sure you want to close this account?

2. Click the Yes button to close the confirmation window and
display a blank House Account for screen.

House Account for Hazel Motes,

3. Click the tab's Close button to close the screen.
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View the House Accounts Report

1. Navigate to the House Accounts Report screen.
1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu

screen.

2. Select Customer Admin > House Accounts Report from the main menu to display the
House Accounts Report screen.

House Accounts Report, ()
# Store . Last Name First Name Middle Name . Date Established . Credit Limit Current Balance Date Last Payment . Days Since Last Payment
1 Adams ik HMN 10v21/2013 $L.000.00 $0.00
i maies [aae (1 losasama | sizsom] swjoazsad | o
l_sml &'.I.Ing‘\l_.'ﬂasw_Sﬂcori'.lhqr" Tampa, INL_ _U').'l!.')(“.] _s'.om.\-:mm_ 5“90!505_
1] Shoot Straight Master| Shoat Sraight, INC 057152003 $10,000,000.00 $21.74800

Sum = S0P08.7T0

2. Ifdesired, check the Include Zero Balances checkbox to display all house accounts.
Note: If needed, Sort and Filter Onscreen Data (see page 40).

3. Click the tab's Close button to close the screen.
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View the Deposits List

Complete the following procedure to view all active deposits. (The Deposits List screen does not display
redeemed deposits.)

1. Navigate to the Deposits List screen.

1.

Log In to the Data Center Application (see page 16) to display the Data Center Main Menu
screen.

Depoits
List

2. Select Customer Admin > Deposits List from the main menu to display the Deposits List
screen.

[ IERE
ey

!
:i:i
14

2. Ifneeded, Sort and Filter Reporting Screen Data (see page 44).

3. Click the tab's Close button to close the screen.
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View and Use a Customer’s Transactions History

1.

Navigate to the customer's Transactions for screen.

1. Select a Customer (see page 113).
TA[STE o oy o2 : B O@BS
e -_ T, T '“": T - e
2. Select Customer Admin > Transactions from the main menu to display the customer's
Transactions for screen.
3.

Enter starting and ending dates in the Date Range fields to display results from that time frame.

Note: If needed, Sort and Filter Onscreen Data (see page 40).

Scmwmng  Carmeeddme (dein ke feesms  Cummihey  eesiopMansgenss  Mesbewhgs  Mutiiow  Penowsl  SCLMaageewet S Puchamng  Mange  Racserg  Gspom  WorkOeden  Semg
~ ~ - - o ) - 2 % y
e o B & ~2 0L a 3 2 ¥ BH
Setwct hnsther Ak Naw  Livictert st bels. Tewwisctiorn Lippmays Production Spetial  Work  Mrsbenbegs  Houie Ggeed  Hoote Accoonts Bet Custors  Custorer  Mhai ID
Cormer gress  Ciauhomvary et 1 = Coders  Comieny Acman Aoy Rapart st L Ugalate
Cuntomar pa—— Repors
Covarvs asctom
Transactions for Hazel Motes o
AAWEA [53]] - [67800 (] ariacton Conmt s £
Store Date/Time Cashier Transaction Total
1 Fri Jun 20 2014 02:32 P Super U $0.00
¥ | wed Jun 25 2004 01:54 P | Super User | $110.70|
1 wed Jun 25 2014 D1:55 P Super User $25.00
1 |wed Jun 25 2014 03:44 Pm | Super User | $0.00]

2. Complete the following procedures as appropriate to manage the customer's transactions:

View a Transaction’

Details

S

Transactions for Hazel Motes,

1200
w.0]

T o e 70 0000

2. Double-click the record to close it.
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Reprint a
Transaction's
Receipt

2. Click the Reprint Receipt button to display an electronic copy
(PDF format) of the receipt.

3. Selectthe File > Save As option from the menu bar to display
the Save As window.

4. Save and Print a Document (see page 48) to create electronic

and hardcopy versions of the receipt.
5. Double-click the record to close it.

3. Click the tab's Close button to close the screen.
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View and Update a Customer’s Memberships

1. Navigate to the customer's Memberships for screen.
1. Select a Customer (see page 113).

2. Select Customer Admin > Memberships from the main menu to display the customer's
Memberships for screen.

Note: If needed, Sort and Filter Onscreen Data (see page 40).

-

Memberships for Hazel Motes,

Existing Memberships

Membership Member Since Expiration Suspension Start End
Platinus Plus 01,/10/2014 12/31/9999
Flatoon (Corpheam 01/17/2014 |onr 208 | |
Gold Club 06,/24/2014 12/31,/9999
Expired Memberships

Membership start Expiration

Membership Options For Hazel Motes

Suspend Memberhip  Cancel Suspend

2. Complete the following procedures as appropriate to manage the customer's memberships:

Update a
Membership
Expiration Date

1. Double-click a membership to display its expiration date entry
window.

Please enter the new expiration date for Platoon (Corp&Family)

1/17/2015 3
oK Cancel

2. Enter anew expiration date in the field (mm/dd/yyyy) or Select
a Date (see page 24) with the calendar button.
3. Clickthe OK button to close the date entry window.
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Suspend a
Membership

1. Click a membership to select it.

2. Click the Suspend Membership button to display the
Suspend Membership window.

Suspend Membership
Please Select Dates to Suspend Membership:

Start: |6/25/2014 73]

End: | 6/26/2014

3. Enter the suspension period start date in the Start field
(mm/dd/yyyy) or Select a Date (see page 24) with the
calendar button.

4. Enter the suspension period end date in the End field
(mm/dd/yyyy) or Select a Date (see page 24) with the
calendar button.

5. Click the Submit button to display a suspension confirmation
window.

Membership Suspended Successfully

6. Click the Close button to close the window and display the
membership's suspension dates on the Memberships for
screen.
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Reactivate a
Suspended
Membership

1. Click a suspended membership to select it.

Memberships for Hazel Motes,

Ruinting Mambensizs

2. Click the Cancel Suspend button to display a cancellation
confirmation window.

Do you want to cancel the suspension? The membership benefits will
be active immediately.

3. Clickthe Yes button to display a reactivation confirmation
window.

Membership is now Active

4. Click the Close button to close the window and remove the
membership's suspension dates from the Memberships for
screen.

3. Click the tab's Close button to close the screen.
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View and Print a Customer’s Signed Waivers

1. Navigate to the customer's Signed Waivers for screen.
1. Select a Customer (see page 113).

2. Select Customer Admin > Signed Waivers from the main menu to display the customer's
Signed Waivers for screen.

Note: If needed, Sort and Filter Onscreen Data (see page 40).

- - ~, Y 4 . % ]
& ~ 2 0L a B » 2 0@
Comtomis Tamctors Lapwepy oot oo Somial | Wk Mmbenibgs Voe  Gged | Homs Accouts bot Cakees Caterar Mo D
o o P oo i 8
Caseris =
Signed Waivers for Hazel Motes [}
Store Date Signed Type
1 wed Jun 25 2014 03:45 Pu Electronic a
T | et Jun 20 2004 02:33 P |Mard copy |

1. Click a waiver’s Print Waiver button to display an electronic
copy (PDF format) of the waiver.

Form of Indemnification, Waiver, and Release

& TARGETS BROUGHT INTO THE RANGE: All firearms bruuqht 1ntu
ml t be COI letae umAm a vlliﬂ
esiniad For any Earmit

#1laarm cona
Esidaz. a1l quns ang" assun uen ars cﬁbtoet [ lmmum g foe
range officer for cleanlin wor! 4 _saféty betore
sncdring the range. Targets | "Biy be broughk inke the fangs OHLT it
approved by ange Cfficer. Numero ra avallable for a
P roneb1a price At A cusport All Tndsor 5 ntmg Range. 71

LINE PROCEDDRE; 1. only one 10aded gun at a time. Ho o

handling behind the firing line. Z. Make sure your Ml!l!\g l!\ﬂ aye

!“'

By my signaturs below, intending to be legall

7 bgund, hersby,
un«:u fed acknewleddes full and complete sabisfaction by Leuwon
coting Range

Sl

2. Selectthe File > Save As option from the menu bar to display
the Save As window.

3. Save and Print a Document (see page 48) to create electronic
and hardcopy versions of the waiver.

3. Click the tab's Close button to close the screen.
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View a Customer’s Layaways

1. Navigate to the customer's Layaways for screen.

1. Select a Customer (see page 113).

Layaways

2. Select Customer Admin > Layaways from the main menu to display the customer's

Layaways for screen.

Note: If needed, Sort and Filter Onscreen Data (see page 40).

~ ~ - - > & [ - z
fa ¥ (1] - O & K il ’:\ =i = »l u
Seect Asother A New  Umeler]  Customwrbols Trewaibom Lipmmat Produntion Goetsl  Work  Mestenbign  Fone Gl Hose Mooests et Customer Cuiterver Al 1D
Cutiomar | Cutomgr Commmer | and et & Ao e | Regort = e ==
Contomar - Ragessi
[ v—
Layaways for Hazel Motes_
Store Date,/Time Title cashier Total Amount Due
1 Thu Jan 03 2014 04:43 PM Super User 518,75 4,07
ot |Thu Jan 09 2014 04:44 Pu | |super user | $10.75 55,06
1 Fri Jan 17 2014 12:24 Pu Tayamaydhazel Super uUser $17.20 $12.90
1 | Thu Mar 13 2014 11:25 a4 |Hazels' Laywway 3/13 | Super user | $21.30| $15.98|

2. Complete the following procedure as appropriate:

View a Layaway's
Details

Layaways for Hazel Motes,

2. Double-click the record to close it.

3. Click the tab's Close button to close the screen.
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View a Customer’s Product Holds

1. Navigate to the customer's Product Holds for screen.
1. Select a Customer (see page 113).

2. Select Customer Admin > Products on Hold from the main menu to display the customer's
Product Holds for screen.

Product Holds For Hazel Motes_ |

Store Hold Date Product Quantity Employes
1 June 26, 2014 Wikon Monarch 5 Binocular - Bx30 1 Super User
1 |June 26, 2004 RUGER 8X-25 10,22 MAGAZINE 1 |super user

2. Click the tab's Close button to close the screen.
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View and Update a Customer’s Special Orders

1. Navigate to the customer's Special Orders for screen.
1. Select a Customer (see page 113).

2. Select Customer Admin > Special Orders from the main menu to display the customer's
Special Orders for screen.

Note: If needed, Sort and Filter Onscreen Data (see page 40).

Special Orders for Hazel Motes =
Stora Date/Time cashier Total Amount Due

Notes
1 Thu Jan 09 2014 4:46 PM|Super user| 30,42 $0.32 &
2 | Thu Jan 09 2014 04:46 Pu|Super user| $1.07] 50.68 | x
1 wed Mar 26 2014 10:54 AM|super User | $599.97 $674.98

View a Special
Order's Details

2. Double-click the record to close it.
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Edit a Special
Order's Note

window.

Edit the special order note.

. Enter/edit text in the field.
. Click the OK button to close the window and add the

. Click a special order's Edit button to display a note entry

new/revised text in the special order's Notes field.

. Double-click the Special Order Detail record to close it.

3. Click the tab's Close button to close the screen.
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View a Customer’s Completed Work Orders

1. Navigate to the customer's Work Orders for screen.
1. Select a Customer (see page 113).

2. Select Customer Admin > Work Orders from the main menu to display the customer's Work
Orders for screen.

Note: If needed, Sort and Filter Onscreen Data (see page 40).

Work Orders for Hazel Motes @

Date/Time cashier Total Amount Due
wed Mar 12 2014 08:45 av Super User $28.40 $28.40

View a Work Order's
Details

1. Click a work order to display its Work Order Detail record.

2. Double-click the record to close it.
3. Click the tab's Close button to close the screen.
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AXIS

from AcuSport

Inventory Management

This section contains procedures to set up, edit, and maintain products, product kits, license products,
attributes, alias UPCs, and Quick Pick categories as well as procedures to apply taxes, print labels, set
temporary min/max values, deactivate products, and reconcile inventory data with physical counts.

Product Information

Product Information includes a product's UPC, descriptions, statuses, identifiers, ordering data, prices, taxes,
attribute/descriptor combinations, and associated images.

o Manage Product Information (see page 149)

Inventory Data File Import

Inventory Data File Import simplifies the process of entering new items into the system by importing the data
directly from an Excel file.

o Import Inventory Item Data (see page 160)

Quick Picks

The Quick Picks feature provides a category-limited, image-based method for selecting products in the
Register application. This feature is especially useful for items that are difficult to tag (e.g., bait, targets, etc.).

« Manage Quick Pick Categories (see page 162)

Min/Max Levels

Min/Max Levels help ensure items are ordered and received efficiently to avoid out-of-stock and overstock
situations.

« Manage a Product’s Min/Max Levels (see page 165)

o Import Min/Max Levels (see page 168)

Seasonal Min/Max Settings

Seasonal Min/Max Settings temporarily set minimum and maximum inventory values (used with Auto
Ordering) for selected items for a defined period of time.

« Manage Seasonal Min/Max Values (see page 170)

Taxes
o Update Tax Types for a Product (see page 173)
Product Kits

Product Kits are collections of individual products grouped together and sold as a single product.
« Manage Product Kits (see page 174)

Non-Stock Items
Non-Stock ltems are items that are not physically stocked in inventory.
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o View and Edit Non-Stock Items (see page 179)

License Products Information

License Product Information includes the UPC, descriptions, price, vendor, and mandatory attributes for each
license (i.e., hunting) sold through the store.

o Manage License Types (see page 180)

Attributes and Descriptors

An Attribute is a broad category by which products may be identified and sorted. A Descriptor is a specific
value within an Attribute category that can be assigned to similar products to distinguish them from others.
« Manage Mandatory Attributes (see page 91)
o View Descriptor Values for Mandatory Attributes (see page 182)
o Assign a Mandatory Attribute to a Group of Products (see page 183)
o Assign an Attribute to a Group of Products (see page 185)

Serial Item (Non-Firearm) List

The Serial Item (Non-Firearm) List displays all serialized, non-firearm items including the acquisition date,
UPC, description, manufacturer, department, serial number, vendor, and, if applicable, the buyer and date
sold for each.

o View the Serial Number Report (see page 187)

Physical Inventory Stocktaking Counts

Physical Inventory Counts provide a means of reconciling Quantity on Hand values with actual, physical
inventory in the store/warehouse through counting and identifying discrepancies.

o Perform a Physical Inventory Count for Non-Firearm ltems (see page 188)

o Import Inventory Stocktaking Data (see page 193)

o Perform a Physical Inventory Count for Firearms (see page 250)

o View the Group History Report (see page 198)

o View the Product Stock Adjustment Report (see page 200)
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Manage Product Information

1. Navigate to the Product Maintenance screen.
1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu

screen.

et — AT Vot W Vs by Wy Ve Moy B Wk s Vv
. 1

= H s

Him

Preduct
Maintenance

2. SelectInventory Management > Product Maintenance from the main menu to display the
Product Maintenance screen.
3. Select onscreen options to determine what products are displayed on the screen:

o Checkthe Click to show inactive products checkbox to display all active and inactive
products.

« Click an Attribute button and one of its associated Descriptor buttons to display only
matching products. (Repeat as needed to further restrict products with additional
attributes and descriptors.)

o Click the Delete button beside an attribute/descriptor combination to remove them.

o Click the Clear button to remove all attribute/descriptor combinations.

Froht Prodect €4 Peotunt Wendloct | Quack Pk Sessonw | Irwestery | Aegueed AtuDese  Bult Defes  Mardatiory  Iwnstory Prondct Sinch Growp Hatery | Excel Savial Dt
Manigrarce  Masmanie  Tosy e Ty Medim | e MumGofs Ao PADY  Piackukng  AduvimestRapot  Rapon toed | Megont
[ — g gy L - PP — T
Frouct Watenanis
Select Product Filter @ | s Product Maintenance [ Produet!| 11 oo
Attribute Descriptor Chick 1o sherw inactive product Print Labels Alias UPCs

it [ SelectAll | 0o 0 Bulk Edit  Clone Product
::::;“:Ln [#1 Product UPC .| nem Humber | Manudactures # . Description Receipt Description Product Price © . Last Cost

i 0135279128 | [G1anes GLK 19 GEN 3 9MM 4 FXS 15 GLK 19 GEN 3 49997 §7¢

LoCAT jousaussosess | [Soses  |MOSSHRGSOOPCRSUADERLG PUMPPISTOLGRE [SOPRSMODERIG | sweel  sx
BAARR R TR, 015813506762 50676 MOSSBERG 50041 US SERVICE MODEL 12 GAUGE. 9-5MOT. 20" BARREL: PARKERIZED FINISH | MOSSBERG 50041 US SERVICE MODEL 554900 541

O1aape07sen | [1s31 I 5 Binocula - 8456 [ 58in | $750.00] s

[T 060 4SACP+P 185 Grain Barnes TAC-XP ASACP Bames TAC-XP $30.00 5
oe21sms | |Fo-23092% RUGER BX-25 10/22 MAGATINE | RUGER BX-25 10/22 MAGATINE [ s2500, 5

02218813276 DD-3140 Lite Rail Barrel Nt Wrench Lite Rail Barrel Nt Wrench $20.00 5!

023614255538 | | 205000 Smith & Wesson MAP 40 | Smith & Wesson M&P A0 $559.00 55

026285841831 UAC102 Hoppe's § Debune Gun Cleaning Accessory Kit Deluxe Gun Cleaning KGt $30.00 $1

2T | 1115370 Leupeld Mark AR 3-0x 40mm Matte | Mark AR 3-Gx S0mm | 5439.00) ]

45783435412 FEDAESAR Federal Range Amenc SMM Federal Ameno SMM $15.00

snisaeres | Jeow  [£6122 Shon 39 Gain Round Nose Amemuniton [ 66122 Shon 25 Gaain Round | 1100, |

076683034401 3480 Clean-Fire Ammunition Smm Luger 124 Grain Total Metal facket Smm Luger 124 Grain $20.99 £

078834151954 | | FEDAE&ORY Federal Range Ammo 40 S8W | Federal Ammoa 40 SBW. | $19.:00/ 1

1000 B29-GREEN 50 Fi. reduction green pelce sitauette B-29 GREEN TARGETS 50,35, '

1100 | [ezrPRos 8 | caspeoARD B-27E | CARDBOARD 8-27E Target | 1200] i

1200 MOT-UFA FULL COLOR "UFA™ MUMMY MONSTER TARGET MUMMY MONSTER TARGET $150 %

m | | ‘Spacial Order Rem | Special Order em | $0.00/ i

123456 Eacs and Eye Protection Faes ard Eye Protection $10.00 g

125 | I TGP camp [ aFr carp [ $000] 1

123456785001 Test em 001 Test Mem 001 $10.00 £

12356785002 | ] ‘Case of Test fhem 001 [ Test fem 001 Case [ $12000] !

1400 LS-R RIGHT HANDED HANDGUN FEEDBACK TARGET FEEDBACK TARGET $0.60° £

1500 | 55 5 BULLSEYE TARGET WITH ORANGE CENTERS |5 BULLSEYE TARGET | $100] i

Selected Filters 234567891234 TOUTOOEK Universal Tactical Sing Black 1.757 Universal Tactical Sing $5.00 '

55 i T G Chub Sheaters | Ear Prosection Rental I $500] i

£1556. Shaating Glasses Rental Shoating Glasses Rental £5.00

2. Complete the following procedures as needed to manage product information:
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Add a Product

. Click the Add Product button to display a blank Product

Edit window.

. Continue with the procedure below.

Clone a Product

1. Check a product’s checkbox to select it.

T = ===

Product Maintenance,,

Pt Docripe

. Click the Clone Product button to display a copy of the

product’s Product Edit window.

. Enter the UPC for the new (clone) product in the UPC field.
. Continue with the procedure below.

Edit a Product

1. Check a product’s checkbox to select it.

Product Maintenance,,

IIIIIIIII Pahan P - e b Vit ¢ - Emscptice Pt Docripe actar e . Lmcam.

. Click the Edit Product button to display the product’s

Product Edit window.

. Continue with the procedure below.
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Bulk Edit a Group of
Products

1. Check a product’s checkbox to select it. (Repeat as needed to
select additional products, or click the Select All button to
select all products on the screen.)

£ 0 Bk

Product Maintenance,,

2. Click the Bulk Edit button to display the Bulk Edit Products

window.

Ugpcate ..
& Active 1o =

A Can o

Tax Name
STATE TAX

"k COUNTY TAX
FIREARMS TAX

tod Products would be updated to new value you submit here

i |Serialized Mon-Firearm to =

<1 Civeck to include tax edits in this edit. Uncheck fe igmore fax edits.

Bulk Edit Products

+ To selected New Value
Active

[ Hetdone - AN ordering for tha item s manual. |
Inactive

» selected products. Those checked will be added, else deleted

Inchude/Exclude

——

3. Complete the following procedure to update a property for all
selected products:
1. Check the property’s checkbox.
2. Select a value from the corresponding drop-down field.
3. Repeat as needed to update values for other
properties.
4. Complete the following procedures as needed to determine
how tax types will be affected by this bulk edit:
¢ Toupdate tax types for all selected products,

1.

2.

3.

Check the Check to include tax edits in this
edit checkbox.

Check a tax type’s Include/Exclude checkbox to
apply the tax to all selected products.

Uncheck a tax type’s Include/Exclude checkbox
to remove the tax from all selected products.

o Tocomplete the bulk edit without changing the tax type
for any products, uncheck the Check to include tax
edits in this edit checkbox.

5. Click the Submit button to close the Bulk Edit Products
window and update the products.
6. Click the tab's Close button to close the screen.
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Deactivate
(/Reactivate) a
Product

A product that has been discontinued or is no longer carried for any
reason may be deactivated (marked as "inactive"). An inactive
product remains in the database (and can be reactivated if needed),
but it will not appear in product searches or reports.

1. Check a product’s checkbox to select it.

Product Maintenance,,

2. Click the Edit Product button to display the product’s
Product Edit window.

3. Complete the following procedures as needed to manage the
product's active status:

o Todeactivate the product:

Product Edit Vendor Product
i e | Attribute Descriptor
e et cEutiar iad
it Bice fnie
W ocrammey smnETION
T t
el + PI00ED e MAGG MnATTION
B [wescnam WFFALD RARMES
ASACP Banes TAC P
e ASHCPLR 185 Gran Bames TACXP ’
- [l AD
i Level: 10
e 1 Cost: $1265 ‘
iew: 41000 sa37 " | »
sy ASMCP 4P 185 Grsin Barmes TACXP ) SRR
pal Tax Type scription Tax Ravefloel Type Description price)
W T Tax |5 6501
as 4 Akl Wi Do
| E—— —

1. Clickthe Delete Product button to display a
confirmation screen.

Delete Product =)

‘|§ Are you sure you want to delete this item from your system

2. Click the Yes button to close the confirmation
screen and deactivate the item.

« To reactivate the product:

Product Edit Vendor Product
— erlioed Hon e | Attribute Descriptor
e et cEutiar iad
e R i e
i ; & |ocrmmime semn T
; T [4sace
et T G MAGG MnATTION
g WFAD RS
et € ASACP Banes TAC P
& i ASACP+P 185 Grain Barme TAC-XP
paets AT
vt 10
e 1 Cost: $1265 ‘
vice: $3000 sa37 |
sy ASMCP 4P 185 Grsin Barmes TACXP ) SRR
pal Tax Type Dascription Tax Ravefloel Type Description price)
B | STATC Tax |ETATE TA €50 %
<] A prodct Taw A Rk o W
| E—— —
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1. Check the Active checkbox.
2. Click the Submit button to reactivate the product
and close the Product Edit window.
4. Click the tab's Close button to close the screen.
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Manage a Product's
Alias UPC

An Alias UPC (or Alternate UPC) allows a product to be identified
and associated with other products for various purposes. For
instance, a product packaged in a box is identical to the same
product in a blister pack, but each package has a unique UPC;
establish an Alias UPC for the different packages to share.

1. Check a product’s checkbox to select it.

2. Click the Alias UPCs button to display the Manage

Alternate UPC Numbers window.

anage Alternate UPC Numbers
o=t Alternateuec |

3. Complete the following procedures as needed to manage the
product's alias UPC(s):

o Toaddanalias UPC to the product:

Manage Alternate UPC Numbers
LRI e Alternateuec

. Enter the alias UPC in the Add Alternative

UPC field.
Click the Add button to add the alias UPC to the
Alternate UPC list.

Click the Close button to close the Manage
Alternate UPC Numbers window.

« Toremove an alias UPC from the product:

1.

Click an alias UPC’s Delete button to remove it
from the Alternate UPC list.

2. Click the Close button to close the Manage

Alternate UPC Numbers window.

4. Click the tab's Close button to close the screen.
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Print Labels for a
Product or Group of
Products

. Check a product’s checkbox to select it. (Repeat as needed to
select additional products, or click the Select All button to
select all products on the screen.)

2. Click the Print Labels button to display a number entry
screen.

Enter number of labels to print.

3. Enter the number of labels to print in the field.
4. Click the OK button to print the labels.
5. Click the tab's Close button to close the screen.
Product Edit Vendor Product Sales Analysis
roduct Info Product Attribute Descriptor
Active: B I8 Firewsen: [ Sevialised Mon-Firearm s Stock Rem: Del Attribute Descr'iptor
ot UPE & | CEPARTMENT UNDEF INED
T l:l n [mEM |wiDEFTNED
Humbe B [ManFACTURER | UMDEF INED.
1
I| 4o /£ ptor
S = Update A/D
Imagy
Price: 30,00
P |t - Last Cost: $0.00 Quick Pack Registers Lookup
%000 image: | . [
4 Select Image SelectImage
Product Tax Infc Product Price Info
Del Tax Type Description Tax Rate jlDel Type Description Price
W ity Tax |City Sales Tax 0.00 %
& |State Tax |State Sales Tax | 0.00 %
+| | Add Product Tax - Add/Update Praduct Price
Delete Product

3. Enter/edit Product information in the Product Info section:
Note: Required fields and settings are displayed with red borders.

Active Check the checkbox to mark the item as active and make it available for
search and selection in the Register application.

Is Firearm Check the checkbox to mark the item as a firearm.

Serialized Non-Firearm Check the checkbox to mark the item as a serial non-firearm and
require a serial number to receive or sell it.

Is Stock Iltem Check the checkbox to mark the item as a physical item that can be
inventoried and sold.

Product UPC Enter the product's UPC code.

Manufacturer Ref # Enter the manufacturer’s stock number for the item.
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Receipt Description

Enter a concise item description (30 characters maximum) to be shown
on labels and customer receipts.

Item Description

Enter a lengthy item description (80 characters maximum) to be shown
on information screens in the Register application.

Note: If an item has been automatically added to the system by a
vendor, a description beginning with "AUTO" displays in this field. Feel
free to remove the "AUTO" and modify the description as needed.

Register Lookup This field automatically populates for AcuSport items. The field may be
Description left blank for Non-AcuSport items.
Auto Order « Select A (automatic) to let the system automatically order the

item to maintain inventory levels (as defined by the Min Level
and Max Level values).

« SelectN (normal) to retain standard ordering procedures for this
item.

Note: The Auto Order feature is available only to AcuSport Exchange
retailers.

Min/Max Type

Select a min/max type (Suggested, Manual, or Automatic) to modify
the product's Min/Max Type designation on the Inventory Level
screen.

Current Min Level

Enter/edit a value to modify the product's Current Min value on the
Inventory Level screen.

If the item's inventory level drops below the minimum, the system can
calculate the number of items needed to restock the item to the Max
Level value. For example, after a big sale, an item having a Min Level
of 3 and a Max Level of 10 has only 2 items remaining in inventory. The
system recognizes that inventory is below the minimum level and
calculates that 8 (10-2) need to be ordered to bring the item inventory
to the maximum level.

If Auto Order is activated for the item, the system automatically
recognizes these shortages and orders items accordingly.

Min/Max calculations are also used to generate suggested ordering
quantities when manually creating a vendor-specific purchase order.
Refer to Create a Vendor Purchase Order (see page 353) for more
information.

Current Max Level

Enter/edit a value to modify the product's Current Max value on the
Inventory Level screen.

Suggested Min Level

The field displays the product's Suggested Min value as shown on the
Inventory Level screen.

Suggested Max Level

The field displays the product's Suggested Max value as shown on
the Inventory Level screen.

Price Enter/edit the standard price for the item as needed.
Note: If no price is entered, the item will ring up for $0.00 in the
Register application.

Last Cost Edit the last cost for the item as needed.
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Avg Cost Edit the average cost for the item as needed.
QoH The field displays the product's quantity on hand.
Adjust QoH Edit the quantity on hand for the item as needed.

Note: The Adjust QoH field should not be used with firearms or
serialized nonfirearm items.

On Order The field displays the quantity of the product that is on order.

Excluded On Order The field displays the quantity of the product that is on order but is not
included in QoH calculations.

4. Complete the Product Tax Info section to apply tax types to the item:
1. Select the appropriate tax for the item from the drop-down field.

Note: If the required tax type is not available, complete Manage Tax Types (see page 321) to
create it.

2. Clickthe Add Product Tax button to display the selected tax in the list.
3. Repeat as needed to add additional taxes.
5. Complete the Product Attribute Descriptor section:
1. Select an attribute from the first Add/Edit Attribute Descriptor drop-down field.
2. Select a descriptor from the second Add/Edit Attribute Descriptor drop-down field.
3. Clickthe Update A/D button to display the selected attribute/descriptor combination in the list.
4.

Repeat as needed to add additional attribute/descriptor combinations.

Note: A descriptor must be selected for each mandatory attribute. Refer to Manage Mandatory
Attributes (see page 91) for more information.

6. Complete the Product Image section:
« Toadd animage of the product to the Quick Picks screen,
1. Click the Select Image button under the Quick Pick Image field to display an Open
window.
2. Browse to the desired location and double-click the appropriate file (.png or .jpg format) to
display it in the Quick Pick Image field.
« Toadd animage of the product to the Register Lookup screen,
1. Click the Select Image button under the Register Lookup Image field to display an
Open window.
2. Browse to the desired location and double-click the appropriate file (.png or .jpg format) to
display it in the Register Lookup Image field.
7. Complete the Product Price Info section:

1. Select price type from the drop-down (first) field.

Note: If the required price type is not available, refer to Manage Price Types (see page 320) to
create it.

2. Enter aprice in the second field.
3. Clickthe Add/Update Product Price button to display the price in the list..
4. Repeat as needed to add additional price types.

8. Ifdesired, click the Vendor Product tab to display it and complete any of the following procedures:
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Product Edit Vendor Product Sales Analysis
Vendor Product Detail
Digable Vendor Product Details Pop-up for this product. m —
f‘ V!ﬁ‘.lnl. U’Qll;,-‘v‘f Pan# Catalog Cost Last Recewed .l&ifodd!;‘ﬂf .\.f(ﬂ’of Pricaity Sell Pack
Add aVendor Product 1. Click the Add button to display the UPC's Vendor Product

Detail record for this UPC

Detail window.

Vendor Product Detail

Gloves, men's large

Vendor

Vendor Part # | I ‘
Catalog Cost

Vendor Priority (1 -]

Sell Pack

Do not show the Vendor Product Detail screen for this UPC

Genuine Distribution, Inc.

E |

. Enter/edit the information in the fields:

Vendor

Select a vendor from the drop-down.

Vendor Part #

Enter the vendor’s part number for the
product.

Catalog Cost

Enter the product’s cost from the vendor’s
catalog.

Vendor Select the vendor’s relative rank (1-5) among

Priority possible vendors of this product from the
drop-down.

Sell Pack Enter the minimum number (generally 1) of

the product that can be purchased.

the product.

. Click the Submit button to create a vendor part number for
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Delete a Vendor Product 1. Check a Vendor Product Detail record’s checkbox to select
Detail record for this UPC it.
2. Click the Delete button to display a deletion confirmation
window.
3. Click the OK button to close the window and remove the
record from the screen.

Control the behavior of this Check /uncheck the Disable Vendor Product Details Pop-up for
UPC's Vendor Product this product checkbox as desired:
Detail window « Check the checkbox to prevent the window from displaying in
the future.
« Uncheck the checkbox to allow the window to display in the
future.

9. Ifdesired, click the Sales Analysis tab to display it and complete any of the following procedures:

Product Edit Vendor Product Sales Analysis

lstmaced Weekly Saims mesl 033 T e 9 :‘
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l: :m 220 S:f-\: ?c‘:u Q;ﬂf‘ ¥ pW !:GG In-’“_‘l MCJO

= an =i o ot o poa s —

[ ancel | [ submit |

Display case UPC or unit « Ifthe tab displays a Case UPC field, click the field to display
UPC data the Sales Analysis tab for the associated case UPC.

« Ifthe tab displays a Unit UPC field, click the field to display the
Sales Analysis tab for the associated unit UPC.

Adjust lead time Enter/edit the value in the Lead Time (Days) field to display its
effect on calculations.

Note: This adjustment is only temporary. To change the value
permanently, modify the value of the Lead Time Days field on the
vendor's Vendor Information for screen. Refer to Set Up and
Maintain a Vendor Record (see page 338) for more information.

Modify min/max levels « Enter/edit the value in the MIN field to update the product's
Current Min value on the Inventory Level screen.
o Enter/edit the value in the MAX field to update the product's
Current Max value on the Inventory Level screen.

10. Click the Submit button to add/update the product on the Product Maintenance screen.
11. Click the tab's Close button to close the screen.
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Import Inventory ltem Data

Complete the following procedure to import item data into the inventory by creating, populating, and importing
a formatted Excelfile.

1. Navigate to the Excel Import screen.
1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu

screen.

S 2 W @ €& ©

Excel
kmport

2. SelectInventory Management > Excel Import from the main menu to display the Excel
Import screen.

Excel Import,

Include/Exclude

2. Complete the following for each tax type listed in the Tax Name column:

Note: If an item being imported already exists in the database, the item's tax settings will be updated to
reflect the tax options selected here.

« Ifthe tax type will be applied to the items being imported, check the tax type's Include/Exclude
checkbox.

« Ifthe tax type will not be applied to the items being imported, uncheck the tax type's
Include/Exclude checkbox.

3. Complete one of the following procedures to export a template format to an Excel file.
o Click the Template button to export an unpopulated template.

o Clickthe Template with System Data button to export a template populated with all item data
from the system.

4. Populate the Excel file with item information.
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Note: The file must adhere to the validation requirements indicated in row 1 and may not contain
duplicate UPCs.

5. Save the Excelfile.

6. Clickthe Select Excel File to Import button on the Excel Import screen to display the Load Excel
Import window.

e game - el ot o )=

o ) o]

N

Browse to the desired location.
Double-click the saved Excel file to select it and start the import process.

9. Ifthe system detects any errors, it displays the Import Complete with Errors window.

o

Import Complete with Errors

Required Field UPC missing data.: 1

0 items uploaded 1 Errors

Please Print or Save the errors

Complete any of the following as needed:
« Click the Print/Save button to display the errors in a formatted template file that may be
manually printed and/or saved. Click another button as appropriate to close this window.
¢ Click the Continue button to continue with the import for the uploaded items.
« Click the Cancel button to cancel the import.

10. When the import is complete, the system displays the Upload Complete window.

Upload Complete

11. Click the Close button to close the window.
12. Click the tab's Close button to close the screen.
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Manage Quick Pick Categories
Note: RTG recommends having no more than 12 Quick Pick categories.

1. Navigate to the Quick Pick Setup screen.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu
screen.

Quick Pick
Setup

2. SelectInventory Management > Quick Pick Setup from the main menu to display the Quick
Pick Setup screen.

-
> B

Pruuct K ootat BorvSaock | CuickPk  Semioinl | vty |
(il e fes bt Ot S iy
et g el

Qo Pick St

Srtecion

Create a Quick Pick
Category

Quick Pick Setup,,

1. Click the Add button under the Category list to display the
new category entry window.

Please enter new category

Category:

2. Enter a name for the category in the Category field.
3. Click the OK button to add the category to the Category list.

162 - Inventory Management AXIS™ Retail Management System



Add a Product to a
Quick Pick Category

-_—

. Click a category in the Category list to display its contents on

the screen.

Quick Pick Setup,

2. Click the Add button in the contents section to display the
Product Search window.

3. Select One or More Products (see page 28) to be added to the
category and displayed on the Quick Pick Setup screen.

Edit a Product's 1. Click a category in the Category list to display its contents on
. . th .
Quick Pick Image © sereen

Angenle B AN
—wf )

2. Double-click a product in the contents section to display its
Product Edit window.

T ——
f pel Type : ” '. Price]

I_ -I-

3. Clickthe Select Image button under the Quick Pick Image
field to display an Open window.

4. Browse to the desired location and double-click the
appropriate file (.png or .jpg format) to display it in the Quick
Pick Image field.

5. Click the Submit button to add the image to the Quick Pick

Setup screen.

User Guide

Inventory Management - 163



Remove a Product
from a Quick Pick
Category

. Click a category in the Category list to display its contents on
the screen.

Quick Pick Setup,

. Click the Delete button in the contents section to display a

deletion confirmation window.

Are you sure you want to remove this image from category?

. Click the Yes button to close the window and remove the

product from the Quick Pick Setup screen.

Delete a Quick Pick
Category

. Click a category in the Category list to display its contents on

the screen.

Quick Pick Setup,

. Click the Delete button under the Category list to display a

deletion confirmation window.

Deleting a category will result in removing all product associations with
that category. Are you sure?

. Click the Yes button to close the window and remove the

category from the Quick Pick Setup screen.

3. Click the tab's Close button to close the screen.
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Manage a Product’s Min/Max Levels

Complete the following procedure to control the method by which an item's min/max levels are set and adjust
these levels as needed.

1. Navigate to the Inventory Level screen.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu

screen.
ﬁ. g Gt R

4 4 &4 2 B eTe

i@y,

In

2. SelectInventory Management > Inventory Level from the main menu to display the

ps x4 ]2

2. If desired, select a vendor from the Vendor drop-down to display only items associated with that
vendor. (Click the Select All vendor name to display items from all vendors.)

Note: If anitem s linked to a case UPC, the case UPC will display on the screen and the unit UPC will
not.

3. Select one of the following options from the Min/Max Type drop-down to display items that utilize the
corresponding method to set min/max levels.

+ Suggested: The system calculates and displays Suggested Min and Suggested Max values,
and the user can update the Current Min and Current Max values by accepting the calculated
values or manually entering new values.

o Manual: This method is useful for items that may not benefit from routine min/max maintenance
as they are seasonal, hard-to-get, or otherwise unusual. It functions just like the Suggested
method.

o Automatic: The system automatically resets Current Min and Current Max values to match
suggested values when they are calculated.

4. Sort and Filter Reporting Screen Data (see page 44) as desired.

5. Complete the following procedures as needed to manage min/max levels:
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View an ltem's Sales 1. Click an item's Details button to display its Sales Analysis
Data tab in the Product Edit window.

2. Complete any of the following procedures as desired:

« Enter/edit the value in the Lead Time (Days) field to
display its effect on calculations.

Note: This adjustment is only temporary. To change
the value permanently, modify the value of the Lead
Time Days field on the vendor's Vendor Information
for screen. Refer to Set Up and Maintain a Vendor
Record (see page 338) for more information.

« Enter/edit the values in the MIN and MAX fields to
update the product's Current Min and Current Max
values (respectively) on the Inventory Level screen.

« Clickthe Product Edit tab to display it and modify
values.

Note: Refer to Manage Product Information (see page 149)
for more information.

3. Click the Submit button to close the Product Edit window.

4. Complete either of the following to display the updated
information on the Inventory Level screen
¢ Close and reopen the Inventory Level screen.
o Click the Submit button to display a change
confirmation window and click the window's OK button
to close it.
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Adj ust an Item's Note: This feature is not available when Automatic is selected in

Min/Max Levels to the Min/Max Type drop-down.
Suggested Values 1. Locate the Adjust to Suggested column in the list.

2. Complete the following procedures as needed to select the
item(s) that will be adjusted:

Note: When an item is selected, the values in its Current Min
and Current Max cells will temporarily change to match the
values in its Suggested Min and Suggested Max cells
(respectively)

o Check anitem’s Adjust to Suggested checkbox to
select it.

o Uncheck an item’s Adjust to Suggested checkbox to
deselectit.

o Checkthe Adjust to Suggested checkbox in the
column header to select all items.

¢ Uncheck the Adjust to Suggested checkbox in the
column header to deselect all items.

3. Click the Submit button to display a change confirmation

window.
4. Click the OK button to close the window and update the
screen.
Change an Item's 1. Locate the min/max type (Suggested, Manual, and

Automatic) columnsin the list.

2. Complete the following procedures as needed to select the
item(s) that will be changed:

o Click anitem’s min/max type radio button to select that
type for the item.

o Check a min/max type column header's checkbox to
select that type for all items.

« Click the dash (-)in a min/max type column header's
checkbox to revert the selected items in that column to
their original setting.

3. Click the Submit button to display a change confirmation
window.

4. Click the OK button to close the window and update the
screen.

Min/Max Type
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Import Min/Max Levels
Complete the following procedure to import min/max data into the system by creating, populating, and
importing a formatted Excel file.

1. Navigate to the Min/Max Import screen.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu
screen.

[ p——————

Min/Max
Import

2. SelectInventory Management > Min/Max Import from the main menu to display the Min/Max
Import screen.

Acomtng  Commarddmn  lheren  fackim  feewms  Gummineg e
"
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3. Populate the Excel file with min/max information.
4. Save the Excelfile.

5. Navigate to the Min/Max Import screen.

o
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7. Browse to the desired location.
Double-click the saved Excel file to select it and start the import process.

9. Ifthe system detects any errors, it displays the Import Complete with Errors window.

o

Complete any of the following as needed:

« Click the Print/Save button to display the errors in a formatted template file that may be
manually printed and/or saved. Click another button as appropriate to close this window.

o Click the Continue button to continue with the import for the uploaded items.
« Click the Cancel button to cancel the import.

10. When the import is complete, the system displays the Upload Complete window.

Upload Complete

11. Click the Close button to close the window.
12. Click the tab's Close button to close the screen.
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Manage Seasonal Min/Max Values

1. Navigate to the Seasonal Min/Max screen.

1.

Log In to the Data Center Application (see page 16) to display the Data Center Main Menu

screen.

spring

Season Name Start Date End Date
» ~ -

Seasonal Min/Max_,

June 21

2. Complete the following procedures as needed to manage seasonal minimum and maximum values:

Create a New
Seasonal Min/Max
Period

1. Clickthe Create New Seasonal Min/Max button to display
the Define/Edit Product Pricing Season window.

Define/Edit Product Pricing Season

Season Name: N ! I

Start Month: Start Day:

The season name must be specified

- Submit

2. Continue with the procedure below.

Edit a Seasonal
Min/Max Period

—_—

. Click a season’s Edit button to display its Define/Edit
Product Pricing Season window.

Define/Edit Product Pricing Season

Season Name: N 1 I

The season name must be specified

- Submit

2. Continue with the procedure below.
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Add a Product to a 1. Click a season to display its Seasonal Min/Max Products

Seasonal Min/Max record. _
2. Click the Add Products button to display the Product

Period Search window.

piion] Product Search

bute Descriptor

| [Del Attribute Descriptor

$1

0.
$35
$9.9

Min [ Max [ Addjust -

3. Complete any of these procedures to limit the number of
products shown:

o Enterall or part of a product’s description in the
Description field.

o Enterall or part of a product’'s UPC code number in the
UPC field.

« Click an Attribute button and one of its associated
Descriptor buttons. (Repeat as needed to further
restrict products with additional attributes and
descriptors.)

o Click the Clear button to remove all Attribute/Descriptor
filters.

4. Complete any of these procedures to select the desired
product(s):

o Check a product’s checkbox to select it.

o Uncheck a product's checkbox to deselect it.

o Click the Select All button to select all products.

o Click the Unselect All button to deselect all products.

5. Enter a minimum quantity in the Min field.

Enter a maximum quantity in the Max field.

7. Click the Adjust button to add the selected product(s) to the
Seasonal Min/Max Products window.

8. Double-click the Seasonal Min/Max Products record to
close it.

o
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Edit a Product's
Seasonal Min/Max
Values

Ao

. Click a season to display its Seasonal Min/Max Products

window.

Click a product’s Edit button to display its Edit Min/Max
window.

Edit the minimum quantity in the Min field.

Edit the maximum quantity in the Max field.

Click the Submit button to display updated quantity levels in
the Seasonal Min/Max Products window.

Double-click the Seasonal Min/Max Products window to
close it.

Click the tab's Close button to close the screen.

Remove a Product
from a Seasonal
Min/Max Period

. Click a season to display its Seasonal Min/Max Products

window.

Click a product’s Delete button to display a deletion
confirmation window.

Click the Yes button to close the window and remove the
product from the Seasonal Min/Max Products window.
Double-click the Seasonal Min/Max Products window to
close it.

Click the tab's Close button to close the screen.

Delete a Seasonal
Min/Max Period

1. Click a season’s Delete button to display a deletion

2.

3.

confirmation window.

Click the Yes button to close the window and remove the
season from the Seasonal Min/Max screen.

Click the tab's Close button to close the screen.

3. Enter/edit Seasonal Min/Max information in the window.
Note: Required fields and settings are displayed with red borders.

Season Name

Enter a name for the seasonal period.

Start Month

Select the month in which the season starts.

Start Day Enter the date (e.g., 29) on which the season starts.
End Month Select the month in which the season ends.
End Day Enter the date (e.g., 29) on which the season ends.

4. Click the Submit button to add/update the season on the Seasonal Min/Max screen and display its

Seasonal Min/Max Products window.

5. Complete procedures to Add a product, Edit a product's Min/Max values, or Remove a product

as needed.

6. Click the tab's Close button to close the screen.
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Update Tax Types for a Product

1. Navigate to the Product Tax screen.
1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu

screen.

e

e WLi H B EEEC e
|

2. SelectInventory Management > Product Taxes from the main menu to display the Product
Tax screen.

Special Order Restocking Fee
01352719125 GLK19GEN 3

078834351554 Federal Ammo 40 SAW

2. Locate the product requiring an update and complete the following procedures as needed:
« Toapply atax type to the product, check the product checkbox associated with the tax type.
« Toremove a tax type from a product, uncheck the product checkbox associated with the tax
type.
3. Repeat steps as needed to update taxes for additional products.
4. Click the Submit button to complete the tax type update and close the screen.
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Manage Product Kits
1.

Navigate to the Product Kit Maintenance screen.
1.

Log In to the Data Center Application (see page 16) to display the Data Center Main Menu
screen.

—
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Product Kit
Maintenance
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Select Inventory Management > Product Kit Maintenance from the main menu to display
the Product Kit Maintenance screen.
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Delete Edit UPC
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Click the Add Product Kit button to display the Product
Edit window.

Product Edit = Vendor Product

voT— s St0ck e | [0 Attribute

Descriptor
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Delete Product =

Continue with the procedure below.
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Edit a Product Kit

Product Kits

1. Click a product kit's Edit button to display its Product Edit
window.

Product Edit  Vendar Product
Product Ind | duct Attibsite Descrip
| PN Rans
123456 a1 | sToss
uc T it

Add a Product to a 1.
Kit

2. Click the Add Kit Item button to display the Product Search
window.

3. Selecta Single Product (see page 27) to display the Enter
Quantity window.

Enter Quantity

4. Enter the quantity of this product to include in the kit in the
Enter Quantity field.
5. Click the OK button to close the window.
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Edit a Product
Quantity in a Kit

Product Kil_'.'

2. Click a product’s Edit Quantity button to display its Enter
Quantity window.

3. Editthe quantity of this product to include in the kit in the Enter

Quantity field.
4. Click the OK button to close the window.

Delete a Product
from a Kit

2. Click a product’s Delete button to display a deletion
confirmation window.

3. Click the Yes button to close the window and remove the
product from the Product Kit ltems window.

Delete a Product Kit

Product Kits

1. Click a product kit's Delete button to remove it from the
Product Kits screen.
2. Click the tab's Close button to close the screen.

3. Enter/edit Product information in the Product Info section:
Note: Required fields and settings are displayed with red borders.

Active Check the checkbox to mark the kit as active and make it available for
search and selection in the Register application.
Is Firearm Check the checkbox to mark the kit as a firearm.
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Serialized Non-Firearm Check the checkbox to mark the kit as a serial non-firearm and require
a serial number to receive or sell it.

Is Stock Item Check the checkbox to mark the kit as a physical item that can be
inventoried and sold.

Product UPC Enter the kit's UPC code.

Item Number Enter a stock number for the item.

Receipt Description Enter a concise kit description (30 characters maximum) to be shown
on labels and customer receipts.

Item Description Enter a lengthy kit description (80 characters maximum) to be shown

on information screens in the Register application.

Note: If an item has been automatically added to the system by a
vendor, a description beginning with "AUTO" displays in this field. Feel
free to remove the "AUTQ" and modify the description as needed.

Price Enter the standard price for the kit.
Note: If no price is entered, the kit will ring up for $0.00 in the Register
application.
Register Lookup This field automatically populates for AcuSport items. The field may be
Description left blank for Non-AcuSport items.

4. Complete the Product Tax Info section to apply tax types to the item:
1. Select the appropriate tax for the item from the drop-down field.

Note: If the required tax type is not available, complete Manage Tax Types (see page 321) to
create it.

2. Clickthe Add Product Tax button to display the selected tax in the list.
3. Repeat as needed to add additional taxes.
5. Complete the Product Attribute Descriptor section:
1. Select an attribute from the first Add/Edit Attribute Descriptor drop-down field.
2. Select a descriptor from the second Add/Edit Attribute Descriptor drop-down field.
3. Clickthe Update A/D button to display the selected attribute/descriptor combination in the list.
4.

Repeat as needed to add additional attribute/descriptor combinations.

Note: A descriptor must be selected for each mandatory attribute. Refer to Manage Mandatory
Attributes (see page 91) for more information.

6. Complete the Product Image section:
« Toadd animage of the product to the Quick Picks screen,
1. Click the Select Image button under the Quick Pick Image field to display an Open
window.
2. Browse to the desired location and double-click the appropriate file (.png or .jpg format) to
display it in the Quick Pick Image field.
« Toadd animage of the product to the Register Lookup screen,
1. Click the Select Image button under the Register Lookup Image field to display an
Open window.
2. Browse to the desired location and double-click the appropriate file (.png or .jpg format) to
display it in the Register Lookup Image field.
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7. Complete the Product Price Info section:
1. Select price type from the drop-down (first) field.

Note: If the required price type is not available, complete Manage Price Types (see page 320) to
create it.

2. Enter aprice in the second field.
3. Clickthe Add/Update Product Price button to display the price in the list..
4. Repeat as needed to add additional price types.

8. Click the Submit button to add the kit to the Product Maintenance screen.

9. Click the tab's Close button to close the screen.
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View and Edit Non-Stock Items

1. Navigate to the Non-Stock Items screen.
1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu

screen.

KAVt Sy by U ey e e Do e

Non-Stock
Ttems

2. SelectInventory Management > Non-Stock Items from the main menu to display the Non-
Stock Items screen.

Note: If needed, Sort and Filter Onscreen Data (see page 40).

S 600000000003 Mermbarship Roebvel {Annuaty Rebel (Areusl) $450.00 &

2. Complete the following procedure as needed to edit a non-stock item:

Edit a Non-Stock
Item

0000000 Lt

1. Click an item’s Edit button to display its Product Edit
window.

2. Enter/editinformation in this window as appropriate.

Note: Refer to Manage Product Information (see page 149)
for information on completing the sections of this window.

3. Click the Submit button to update the item on the Non-Stock
Items screen.

Note: If the item was changed to a stock item or set to inactive
status, it will not display on the Non-Stock Items screen.

3. Click the tab's Close button to close the screen.
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Manage License Types

Complete the following procedure to set up and maintain licenses in the product database.
1. Navigate to the License Maintenance screen.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu

screen.

License
Mainterance

2. SelectInventory Management > License Maintenance from the main menu to display the
License Maintenance screen.

License Maintenance,

¥ Delete - Edit - Product URC  Description

B 7 600000000011  License: Brown Bear Hurt

2. Complete the following procedures as needed to manage license types:

Create a New 1. Click the Create New License Type button to display the
License Type Define/Edit License Product window.

Define/Edit License Product

2. Continue with the procedure below.

Edit a License Type 1. Click alicense’s Edit button to display its Define/Edit
License Product window.

Define/Edit License Product

T Deer Hunt License

Deer Hunit License

Deer Hunt License

125.00

t Uandor deulpert

*Tom

2. Continue with the procedure below.
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Delete a License 1. Click alicense’s Delete button to display a deletion
Type confirmation window.

Delete License o)

Are you sure you want to delete this license product?

2. Click the Yes button to close the window and remove the
license from the License Maintenance screen.
3. Click the tab's Close button to close the screen.

3. Enter/edit License Product information in the window.
Note: Required fields and settings are displayed with red borders.

Receipt Description Enter a concise item description (30 characters maximum) to be shown
on labels and customer receipts.

Item Description Enter a lengthy item description (80 characters maximum) to be shown
on information screens in the Register application.

Register Lookup This field automatically populates for AcuSport items. The field may be

Description left blank for Non-AcuSport items.

Price Enter the standard price for the item.

Note: If no price is entered, the item will ring up for $0.00 in the
Register application.

Select Vendor Select the license's vendor from the drop-down.

Select Manufacturer Select the license's manufacturer from the drop-down.

Select Department Select the license's department attribute descriptor from the drop-
down.

Select Iltem Select the license's item attribute descriptor from the drop-down.

&

Click the Submit button to add/update the license on the License Maintenance screen.
5. Clickthe tab's Close button to close the screen.
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View Descriptor Values for Mandatory Attributes

1. Navigate to the Mandatory Product Attribute Descriptor Values screen.
1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu

screen.
| ——————————
a fA 2 W00 BB

2. SelectInventory Management > Mandatory PADs from the main menu to display the
Mandatory Product Attribute Descriptor Values screen.

Note: If needed, Sort and Filter Onscreen Data (see page 40).

Oty On bamd

01352719125 :IE.‘JA‘CI’$ :Z‘S-’UL CoLT |
DIIIE813238 TesT TesT TesT MEM D
6221&5;523.‘ .'-lbr .-‘E$r .|l.5' .'.-'Ll|l.
ngzimmLAzTs  |TEst [TesT et TTEM &
OZZISELIZTE | TEST | TEST TEST ITEM A
0IEIAIHESE | AREARMS PsToL cotr test firearm
;‘;‘;9_];?—' AMMUNITION GUNSAFE BLACKHAWK! 106 of wet snow
600000000000 | RANGE PRODUCTS | RANGE PRODUCT | STORE Primary

| l"_‘U(.Af!ONﬂL I.}A&&f&“.l)_‘:l‘lc‘?lll CLASS | STORE .;nlr\r\q

olalolmi® BIE N s 8l

2. Ifaproduct has a missing or incorrect attribute/descriptor combination, click the product to display its
Product Edit window.

Note: Refer to Manage Product Information (see page 149) for information about assigning
attribute/descriptor combinations.

3. Click the tab's Close button to close the screen.
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Assign a Mandatory Attribute to a Group of Products

1. Navigate to the Required Attr/Desc Mass Define screen.
1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu

screen.

[Required Attr/Desc
Mass Define

2. SelectInventory Management > Required Attr/Desc Mass Define from the main menu to
display the Required Attr/Desc Mass Define screen.

Required Attr/Desc Mass Define,

2. Use onscreen controls as needed to determine what products are displayed on the screen:
o Scroll to view the entire list of products.
« Enter all or part of an product’s description in the Product Description Search field to display
only matching products.
o Clear the text from the Product Description Search field to display all products as originally
shown.
3. Complete any of these procedures to select the desired product(s):
o Check a product’s checkbox to select it.
o Uncheck a product's checkbox to deselect it.
o Click the Select All button to select all products.
o Click the Deselect All button to deselect all products.
o Click the Clear Selections button to deselect all products.
4. Complete the following procedures as needed to update mandatory attributes for selected product(s):
« Select a descriptor from the Manufacturer drop-down field or enter the name of a new
descriptor in the corresponding text entry field.
o Select a descriptor from the Iltem drop-down field or enter the name of a new descriptor in the
corresponding text entry field.

o Select a descriptor from the Department drop-down field or enter the name of a new descriptor
in the corresponding text entry field.
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Note: Be sure to spell and capitalize descriptor names correctly as they cannot be edited after entry.

5. Click the Add Descriptors button to update all selected products.
6. Click the tab's Close button to close the screen.
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Assign an Attribute to a Group of Products

1. Navigate to the Bulk Define Attr/Desc screen.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu
screen.

e T ™)

=11} o S
pom B R

aca
Bulk Define
Attr/Desc

2. SelectInventory Management > Bulk Define Attr/Desc from the main menu to display the
Bulk Define Attr/Desc screen.

Bulk Define Attr/Desc

# UPC Description
TEST GUN ¢
TEST FIREARM A
| TEST FIREARM B

r‘ms--_“m Hce un

00000000009 | Kung Fu Fighting

GOO000000010 .';eccndar. Rifle

G000 v e Poymar KelTecPIAT
MASIITILIY | Tem Serisized hem

2. Use onscreen controls as needed to determine what products are displayed on the screen:
o Scroll to view the entire list of products.
« Enter all or part of an product’s description in the Product Description Search field to display
only matching products.
o Clear the text from the Product Description Search field to display all products as originally
shown.
3. Complete any of these procedures to select the desired product(s):
o Check a product’s checkbox to select it.
o Uncheck a product's checkbox to deselect it.
¢ Click the Select All button to select all products.
o Click the Deselect All button to deselect all products.
o Click the Clear Selections button to deselect all products.
4. Complete either of these procedures to select the attribute to be set for all selected products:
o Select the attribute from the Attribute drop-down field.
« Enter the name of a new attribute in the corresponding text entry field.

Note: Be sure to spell and capitalize the attribute name correctly as it cannot be edited after
entry.

5. Complete either of these procedures to select the descriptor to be set for all selected products:
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o Select the descriptor from the Descriptor drop-down field.

« Enter the name of a new descriptor in the corresponding text entry field.
Note: Be sure to spell and capitalize the descriptor name correctly as it cannot be edited after
entry.

6. Clickthe Set Attributes button to update all selected products.
7. Clickthe tab's Close button to close the screen.
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View the Serial Number Report

1. Navigate to the Serial Number Report screen.

1.

Log In to the Data Center Application (see page 16) to display the Data Center Main Menu

screen.

Select Inventory Management > Serial Report from the main menu to display the Serial
Number Report screen.

Note: If needed, Sort and Filter Onscreen Data (see page 40).

a «= Jg& =K & B 8B - 0 £ [ B A
Frodt Prigect K4 Prosunt Mondtoct  Queck Pk Sessonsl | Irwesiory | Aeguent AfeDese  Bul Defes  Mandatory lrrmiory Frodoct Sock Growp Hatery | Excel Savial Dt
Marierance w  Tewr e S Matle | Lew MiDee  twDes MDY | Tockukng AdimestBepod  fapon | bead  Meport Prochet
ey Wics [ e v e S - it e Ui o
Sarial Mosmoar Rport.
Serial Number Report, o
&1 Store . Acquired Date . UPC . Descrigtion whactuer .. Deps  Serial Number . Vendor . Custamer name . Date Sold . Date Retumed
1 2013/06/19 624853179123 Test Serialized Mem ARS SERLALIZED ITEMS | 1 ACuspont
1] 2013/019 620853179123 Test Seriazsd e | ARS SERALLZED e Thcusport | I I
1| 2003/06/19 | 624853179123  Test Se m AR SERIALIZED ITEMS 3 | Aouspont |
1) 201306/19 | 624853179123 | Test Serialized Mem ARS SERSALIZED [TEMS | 4 Aousport
1 2013/06/19 -S..‘Mﬁi',?ﬁl,‘].Yﬁ! Seralized Mem ARS -QEHEAIIZFD ITEMS S -“uipoll I
: [Aaspan | I
Lhoopart
Acaspert |
[acusport | I
SERLALIZED ITEMS 11 Aruspodt
{SERALIZED TENS 12 {Rowspon | ! I
1 | SERGALIZED ITEMS | 13 | Acuspon |
1] 20130618 | 3 Test Sevialics | ARS SERIALIZED [TEMS 14 | Acuspont | | |
1 2013/06/19 624853179123 Test Serialized Mem ARS SERIALIZED [TEMS | 15 Arusport
1] 20130609 Tess Ser ARS 16 hauspont | ] I
1 20140310 | DAVIDS | DAVIDS TEST TEST o1 | Acuspont | 201403710
1 2014/03/10 | DAVIDS DAVIDS TEST TEST D3 Angspon 2014/03/10
1 DAVIDS  DAVIDS TTest TesT I T Acusport | | mapane
1 2014/03/10 DAVIDS DAVIDS TEST TEST o5 ﬂf\-li_:ﬂl 20]4.40!."—10-_

2. Click the tab's Close button to close the screen.
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Perform a Physical Inventory Count for Non-Firearm
Items

Complete the following procedure to take a physical inventory count for select non-firearm inventory items.

Note: A physical inventory count is essential for verifying Quantity on Hand values against actual, physical
inventory in the store/warehouse, identifying and accounting for discrepancies (due to theft, entry errors, etc.),
and ensuring resulting counts and values are accurate. A physical inventory count is not intended to be used
for initial entry of inventory which is new to the system. Inventory values cannot be accurate without the cost

history captured through the Receiving process.

Note: Because this procedure does not capture or verify serial numbers, it is intended only for counting non-
serialized/non-firearm items.

1. Navigate to the Product Inventory Stocktaking screen.
1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu
screen.

2. SelectInventory Management > Inventory Stocktaking from the main menu to display the
Inventory Groups window in front of the Product Maintenance screen.

Inventory Groups

Del Group Name

“ Dave's Range Group

*

Education Group

3. Complete one of the following procedures as appropriate to select the desired inventory group:
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Create a New 1. Click the Add New button to close the
Inventory Groups window and display the

Inventory Grou P Product Inventory Stocktaking screen.

L e S ——— e
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o | Comine Product Inventory Stocktaking, -
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2. Complete the following procedure as needed to
filter the items displayed on the screen with
attribute/descriptor combinations:

1. Click an Attribute button and one of its
associated Descriptor buttons to filter
the items shown.

2. If needed, select another
attribute/descriptor combination to further
filter the list.

Note: To remove an unwanted filter
(attribute/descriptor combination), click its
Delete (red X) button in the Selected
Filters list.

To remove all filters, click the Clear
Filters button so a new search may be
done.

3. Click the Save Filters button to display the
Please enter new group name window.

Please enter new group name

Group Name: |

4. Enter a unique name for the inventory group in
the Group Name field.

Note: Group names may not be reused.

5. Click the OK button to create the group and
close the Inventory Groups window.
The Product Inventory Stocktaking screen
will display the selected group name in the
Current Group Name: heading.

6. Continue with the procedure below.
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Select an
Existing
Inventory Group

1. Double-click an inventory group name to select

the group and close the Inventory Groups
window.
The Product Inventory Stocktaking screen
will display the selected group name in the
Current Group Name: heading.

2. Continue with the procedure below.

Delete an
Inventory Group

Note: An inventory stocktaking group can be deleted
from the Inventory Groups window if no other users
are actively logged into the group.

Inventory Groups
. Dave's Range Group
s Education Group
L 4
"N
~
\\\\\/
 AddNew [ Cancel |

1. Click a group's Delete button to display a
deletion confirmation window.

Note: If another user is logged into the group,
the system will display a message indicating the
group cannot be deleted and why.

o If no counts have been entered for the
group's items, the system displays this
message:

Are you sure you want to delete this group?

« Ifany item counts have been entered for
the group, the system displays this
message:

You are about to delete a group with products containing a count, are you sure?

2. Click the Yes button to close the window and
remove the group from the list.

Note: When a group is deleted, its items are
once again available for inclusion in another

group.

3. Click the tab's Close button to close the screen.
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Select Product Filter @ Product Inventory Stocktakinge B -

Attribute Descriptor
TEPARTMESRT Current Group Name: Test Group 001
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Selected Filters
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2. Foreachitem on the list, use either of the following methods to record an accurate count value in the
item's Stocktaking-NOW Count field:
Note: These count procedures may be performed with a tablet, laptop with scanner, handheld PDA, or
an electronic device outside of the range of the server to be submitted when the device is back in range
with the server.

« Countthe number of items in a location and manually update the value in the field accordingly.
o Complete one of these procedures to identify a single item by its UPC and increase the value in

the field by one (1):
e Scananitem’s UPC code in the Enter or scan UPC number field and press the Enter
key.
o Enterthe item’s UPC code in the Enter or scan UPC number field and press the Enter
key.

¢ Clickin the Enter or scan UPC number field, click the number keys on the bottom of the
screen to enter the UPC code, and click the Enter button.

3. Ifneeded, complete the following procedure to populate all empty Stocktaking-NOW Count and
Stocktaking-NOW Total Count fields with a value of zero (0):

1. Click the Zero Count button to display a confirmation window.

Do you want to populate uncounted items with a 0 quantity?

2. Click the Yes button to populate every empty cell in the Stocktaking-NOW Count and
Stocktaking-NOW Total Count columns with a zero (0) quantity.
4. Review the Stocktaking-NOW Loss/Gain field for each item on the list:
« Ifanitem's Loss/Gain field displays a positive or negative number, select the appropriate
loss/gain reason from the item's Stocktaking-NOW Loss/Gain Reason drop-down field.
« Ifanitem's Loss/Gain field displays a zero (0), the inventory count matches the previous QOH.
(No loss-gain reason is required.)

5. Complete the following procedure as needed to generate and view the Variance Report:
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Note: The Variance Report displays a record of differences between the Quantity on Hand (QOH)
shown in the books and the quantities captured during a stocktaking procedure.

View the Variance 1. Click the Variance Report button to display the Variance
Report in the Report Viewer window.

Report e

Variance Report

[l
Courn

Totsta

2. Review the report for issues that require attention or
correction and update stocktaking data on the Product
Inventory Stocktaking screen as needed.

3. Continue with the procedure below.

Note: When the Submit button is clicked, the Variance
Report will not display discrepancies between the count and
the QOH.

. After all counts have been entered and loss/gains have been accounted for, click the Submit button to
save all changes, and display a confirmation window.

All products in the Test Group 001 group have been updated. You will now return to the Inventory Count Group Setup screen.

Close

. Click the Close button to close the window and display the Inventory Groups window in front of the
Product Inventory Stocktaking screen.

. Click the Cancel button to close the window and the screen.
Note: To view or print the saved information, refer to View the Product Stock Adjustment Report (see

page 200).
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Import Inventory Stocktaking Data
Complete the following procedure to import stocktaking data into the Product Inventory Stocktaking
screen by creating, populating, and importing a formatted Excel file.

1. Navigate to the Product Inventory Stocktaking screen.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu
screen.
q At

e e

Irmvenitory
Stocktaking

2. SelectInventory Management > Inventory Stocktaking from the main menu to display the
Inventory Groups window in front of the Product Maintenance screen.

Inventory Groups

Del Group Name

. Dave's Range Group
s Education Group

3. Complete one of the following procedures as appropriate to select the desired inventory group:
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Create a New 1. Click the Add New button to close the
Inventory Groups window and display the

Inventory Grou P Product Inventory Stocktaking screen.

| iy S ——— .
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2. Complete the following procedure as needed to
filter the items displayed on the screen with
attribute/descriptor combinations:

1. Click an Attribute button and one of its
associated Descriptor buttons to filter
the items shown.

2. If needed, select another
attribute/descriptor combination to further
filter the list.

Note: To remove an unwanted filter
(attribute/descriptor combination), click its
Delete (red X) button in the Selected
Filters list.

To remove all filters, click the Clear
Filters button so a new search may be
done.

3. Click the Save Filters button to display the
Please enter new group name window.

Please enter new group name

Group Name: ||

4. Enter a name for the inventory group in the
Group Name field.

5. Click the OK button to create the group and
close the Inventory Groups window.
The Product Inventory Stocktaking screen
will display the selected group name in the
Current Group Name: heading.

6. Continue with the procedure below.
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Select an 1. Double-click an inventory group name to select
T the group and close the Inventory Groups
Existing window.
Inventory Grou P The Product Inventory Stocktaking screen
will display the selected group name in the
Current Group Name: heading.
2. Continue with the procedure below.
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3. Click the Export to Excel option to export the template format to an Excel file.

o i ooy : e rEE I

4. Populate the Excel file with stocktaking information.
Note: The file must adhere to the validation requirements indicated in row 1 and below:

o AllUPC’s must be in the system database prior to upload.
« New counts may be entered in the My Count column.
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« Any entry in the Loss/Gain Reason column must exactly match one of the reasons defined on
the Loss/Gain Reasons screen. (Select Setup > Loss/Gain Reasons to view this screen.)

5. Save the Excelfile.

6. Click the Import button on the Product Inventory Stocktaking screen to display the Load Excel
Import window.

[ 1oad Excel

» Computes » Data () » Acusport » fuis Dutacenter »

e + o ]

Gpen  ann

7. Browse to the desired location.
8. Double-click the saved Excel file to select it and start the import process.

9. The system displays an amend/overwrite selection window.

Would you like to amend to or overwrite
any quantities already in the table?

10. Complete one of the following procedures to close this window:
Note: No quantities are entered into the system at this point.

« Click the Amend button to add the counts in the Excel file to any counts already displayed on the
Product Inventory Stocktaking screen.

« Click the Overwrite button to replace the counts displayed on the Product Inventory
Stocktaking screen with the counts in the Excel file.

11. Ifthe system detects any errors, it displays the Import Complete with Errors window.

Import Complete with Errors

Product UPC does not exist in this group: 6

0 items uploaded 6 Errors

Please Print or Save the errors

Complete any of the following as needed:
« Click the Print/Save button to print and save the list of invalid UPCs with Description and Qty in
the original format and return to this screen.
o Click the Continue button to continue with the import for the uploaded items.
o Click the Cancel button to cancel the import.

12. When the import is complete, the system displays the Upload Complete window.
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Upload Complete

13. Click the Close button to close the window.
14. Click the tab's Close button to close the screen.
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View the Group History Report

Complete the following procedure to generate and view a record of inventory count group stocktaking counts.
1. Navigate to the Stock Taking Groups screen.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu
screen.

Group History
Report

2. SelectInventory Management > Group History Report from the main menu to display the
Stock Taking Groups screen.

3. Complete the following procedure to determine which group counts are displayed on the screen:
1. Enter starting and ending dates in the Date Range fields to define the time frame.
2. Click the Submit button to display selected group counts.

Stock Taking Groups

Group Name Submited By | Last Count Date Last Court Time

& Steve's Firearm Group, 100001 Fricay, May 23, 2014 | 12:80:41
& Jerry's Firearm Group | 100001 Thutsay, May 29, 2004 | 121327

2. Click the Execute Report (green arrow) button beside a group name to display the group's report in

the Report Viewer window.
F———= = W & Tl Tl

tBOUR: hpwm -
Group History Report
ARS -- Axis One
Group name: Jemy's Firearm Group
Submitted by: 100001
Date submitted: Thursday, May 28, 2014
Time submitted: 12:13:27

urc ~ Description = Dapartment 2 QoH * Totd = Oty. : Lmst 3 Cost 2 LossiGain Reason :.
Count Difi. Cost

Total: 0

3. Use the scroll bar(s) and or page controls as needed to view the entire report.
4. Complete the following procedures as appropriate:

Print the Report Click the Print button to display the Print window.

. Modify print options (e.g., select a different printer, adjust
settings, etc.) as needed.
3. Click the Print button to print the document.

N —

—

Click the Export button to display a drop-down menu of

options.

2. Click the desired option (Excel, PDF, or Word) to display the
Save As window.

3. Browse to the desired location.

4. If needed, edit the document name in the File name field.

5. Click the Save button to save the document.

Save the Report as
an Electronic File

5. Click the Close button to close the Report Viewer window.
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6. Click the tab's Close button to close the screen.
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View the Product Stock Adjustment Report

Navigate to the Product Stock Adjustment Report screen.

1.
1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu
screen.
q C=m

Select Inventory Management > Product Stock Adjustment Report from the main menu to

display the Product Stock Adjustment Report screen.

3. Select onscreen options to determine what products are displayed on the screen:
« Enter starting and ending dates in the Date Range fields to define the time frame..

o Sortand Filter Onscreen Data (see page 40).

T e e

Marigrance

Product Stock Adjustment Report,

T B |- [namn

Product LPC + Product Description  Employee | Previous QOH ' | Actusl Count | Discrepancy Reason =
DAVIDS Super User 0 5
Supsr Usar 51 o

# Count Date
Mon Mar 10 2014 DAVIDS.
Mo Mar 10 2004 | DAVIDS DAVIDS

2. Click the tab's Close button to close the screen.

AXIS™ Retail Management System
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AXIS

from AcuSport

Firearms Management

This section contains procedures to document the acquisition and disposition of firearms, maintain Bound
Books, perform firearm stocktaking, set up, maintain, and review range, lane, and waiver information, range
products and rentals, and an assortment of useful statistical reports on range usage.

Document Firearm Acquisitions and Dispositions

Firearm acquisitions and dispositions may be documented for sales, purchases, trades, thefts, transfers, and
consignments.

o« Document a Firearm Sale (see page 203)

o« Document a Firearm Purchase (see page 205)

¢ Document a Firearm Trade (see page 207)

o Document a Firearm Theft (see page 209)

Firearm Transfers
o Document an Incoming Firearm Transfer (see page 211)
o Document an Outgoing Firearm Transfer (see page 213)
¢ Document an Interstore Firearm Transfer (see page 215)

Firearm Consignments
o Document an Incoming Consignment Firearm (see page 217)
o« Document the Return of an Incoming Consignment Firearm (see page 219)
« View the Inbound Consignments Report (see page 221)

Bound Book Features

Bound Book Features include procedures to set firearm transfer dates, view and edit firearm tracking
(identification, acquisition, and disposition) information, print books (with or without audits), and view audit
logs for the bound books.

Manage a Bound Book (see page 224)

Import Bound Book Data (see page 231)

o View a Bound Book Archive (see page 234)

o View the Bound Book Audit Log Report (see page 235)

Electronic 4473 Form Process

The Electronic 4473 Form provides a simple, interactive way for the retailer and customer to complete,
process, and update the 4473 forms needed for a firearm transaction.
o Oversee the Electronic 4473 Form Process (see page 236)
Starta 4473 Form for a Customer (see page 237)
Fill Out the Customer Portion of an Electronic 4473 Form (see page 238)
Process a 4473 Form (see page 239)
o Update a4473 Form Disposition (see page 244)
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e View and Use a List of All 4473 Forms (see page 246)
o View and Use a List of Denied 4473 Forms (see page 247)
e ClearaFirearm Hold (see page 248)

Firearm Labels

Firearm Labels may be printed for selected firearms (defined as a range of log numbers or transaction
numbers) in any desired quantity.

o Print Firearm Labels (see page 249)

Firearm Physical Inventory Counts

Firearm Physical Inventory Counts are essential for verifying the physical presence of individual firearms in
the store/warehouse and should be performed regularly (preferably once every thirty days).

o Perform a Physical Inventory Count for Firearms (see page 250)

Firearm Taxes

A Firearm Tax is defined as a tax type that applies to firearms transactions, whether a standard product tax
type (e.g., state tax) or tax type created specifically for firearms.

o Manage a Firearm Tax (see page 251)

Firearm Reports

Firearm Reports provide up-to-date records of firearm inventory levels and transactions available with or
without specific financial information.

o View the Firearm Sales Report (see page 252)

o View the Firearm Transactions Report (see page 254)

o View and Update the Firearm Inventory With Costs Report (see page 256)

o View the Firearm Inventory Without Costs Report (see page 258)

o View and Update the Firearm Inventory Aging Report (see page 259)

3310 Forms Feature

The 3310 Forms Feature provides the ability to generate, review, and send 3310-4 and 3310-12 forms
(reporting multiple firearm sales) to the ATF and state/local authorities.
By default, the system generates 3310 forms every day at 10:45 p.m. If needed, a 3310 form may be manually
generated, but this should only be done after business hours. For every day on which a 3310 form is
generated, the system collects all generated 3310 forms from that date in a corresponding folder in the
SharedPath on the AXIS server.

o Generate, View, and Print 3310-4 Forms (see page 261)

o Generate, View, and Print 3310-12 Forms (see page 263)
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Document a Firearm Sale

1. Navigate to the Firearm Sale screen.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu
screen.

T T T

ai A8 890 8 N &R,

2. Select Firearms > Transactions > Sale from the main menu to display the Firearm Sale
screen.

Firearm Sale,,

Step 1
Select Buyer
Ogtional
Transfer Agent

Step 2
Add Outgaing

step 3
Set Date

Step 4
NICS

Step 5
4473

Step 6
Notes

sup 7
Gun Show

= | |t L

2. Complete this procedure to add buyer information:
1. Click the Select Buyer button to display the Customer Look-up window.

2. Select or Add a Firearm Customer (see page 29).

Note: Be sure all customer information is correct. Incorrect customer information may create
errors in the Bound Book.

3. Complete this procedure if the transaction requires a transfer agent:
1. Clickthe Transfer Agent button to display the Transfer Agent Look-up window.
2. Select a Transfer Agent (see page 34).

4. Complete the following procedures as appropriate to add outgoing firearm information:
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Add an Outgoi ng 1. Click the Add Outgoing button to display the Firearm

Firearm

Inventory window.

2. Select a Firearm from the Firearm Inventory Window (see
page 36). (Repeat steps as needed to add additional
firearms.)

Edit an Outgoing
Firearm's Price

1. Click the firearm's Edit button to display a new price entry
window.

2. Enter anew price in the field.

3. Clickthe OK button to display the updated price on the screen.

Remove an

Outgoing Firearm |~~~ © [ °

from the Screen S|

Click the firearm's Delete button to remove it from the screen.

5. Complete the remaining fields:

1.

o rowbd

Enter the transaction date (mm/dd/yyyy) or Select a Date (see page 24) with the calendar button
in the Set Date field.

Note: This is the date of the transaction, not the date of the disposition.

Enter the NICS approval code in the NICS Approval Code field.

Enter the transaction serial number in the Transaction Serial Number field.

If needed, enter transaction notes in the Notes field.

If the transaction occurred at a gun show, select the gun show from the Gun Show drop-down
field.

Note: If the gun show is not available in the drop-down, create it before completing this firearm
transaction. Refer to Manage Gun Show Information (see page 76) for more information.

6. Click the Submit button to send the transaction to the customer's Current record in the Register
application for processing and payments.
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Document a Firearm Purchase

1. Navigate to the Firearm Purchase screen.

1.

Log In to the Data Center Application (see page 16) to display the Data Center Main Menu
screen.

2. Select Firearms > Transactions > Purchase from the main menu to display the Firearm
Purchase screen.

Wi Lo

Step 2
Add Incoming

Step 3
Set Date

Step d
Notes

Step 5
Gun Show

= | |Commerhntresh Lt

caneel
2. Complete this procedure to add seller information:

1. Click the Select Seller button to display the Customer Look-up window.
2. Select or Add a Firearm Customer (see page 29).

Note: Be sure all customer information is correct. Incorrect customer information may create
errors in the Bound Book.

3. Complete the following procedures as appropriate to add incoming firearm information:
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Add an |ncoming 1. Clickthe Add Incoming button to display the Firearm
Firearm Description window.

Firearm Description

2. Describe a Firearm (see page 37). (Repeat steps as needed
to add additional firearms.)

Edit an Incoming

Firearm's
Description
1. Click the firearm's Edit button to display its Firearm
Description window.
2. Describe a Firearm (see page 37) as needed.
Remove an -

Incoming Firearm
from the Screen

Click the firearm's Delete button to remove it from the screen.

4. Complete the remaining fields:

1. Enter the transaction date (mm/dd/yyyy) or Select a Date (see page 24) with the calendar button
in the Set Date field.

Note: This is the date of the acquisition.

2. If needed, enter transaction notes in the Notes field.
3. Ifthe transaction occurred at a gun show, select the gun show from the Gun Show drop-down
field.

Note: If the gun show is not available in the drop-down, create it before completing this firearm
transaction. Refer to Manage Gun Show Information (see page 76) for more information.

5. Click the Submit button to send the transaction to the customer's Current record in the Register
application for processing and payments.
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Document a Firearm Trade

1. Navigate to the Firearm Trade screen.
1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu

screen.

2. Select Firearms > Transactions > Trade from the main menu to display the Firearm Trade

screen.
-
Firearm Trade,
Step 1
Select Buyer
Opticnal

Transfer Agent
Step 2

Add Dutgoing
Stp 3

Add Incoming
step 4

Set Date
Stp s
NICS e
Swep 6 A N
A et Ser e
Swp 7
Notes
step 8
Gun Show e

2. Complete this procedure to add buyer information:
1. Click the Select Buyer button to display the Customer Look-up window.

2. Select or Add a Firearm Customer (see page 29).

Note: Be sure all customer information is correct. Incorrect customer information may create
errors in the Bound Book.

3. Complete this procedure if the transaction requires a transfer agent:
1. Click the Transfer Agent button to display the Transfer Agent Look-up window.
2. Select a Transfer Agent (see page 34).

4. Complete the following procedures as appropriate to add outgoing firearm information:

Add an Outgoi ng 1. Click the Add Outgoing button to display the Firearm
Firearm Inventory. window. | |
2. Select a Firearm from the Firearm Inventory Window (see
page 36). (Repeat steps as needed to add additional
firearms.)
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Edit an Outgoing 1. Click the firearm's Edit button to display a new price entry
Firearm's Price window. .
2. Enter anew price in the field.

3. Click the OK button to display the updated price on the
screen.

Remove an Click the firearm's Delete button to remove it from the screen.
Outgoing Firearm
from the Screen

5. Complete the following procedures as appropriate to add incoming firearm information:

Add an Incomi ng 1. Click the Add Incoming button to display the Firearm
Firearm Description window.

2. Describe a Firearm (see page 37). (Repeat steps as needed

to add additional firearms.)

Edit an |ncoming 1. Click the firearm's Edit button to display its Firearm
Firearm's Description window.
Descri ption 2. Describe a Firearm (see page 37) as needed.
Remove an Click the firearm's Delete button to remove it from the screen.

Incoming Firearm
from the Screen

6. Complete the remaining fields:

1. Enter the transaction date (mm/dd/yyyy) or Select a Date (see page 24) with the calendar button
in the Set Date field.

Note: This is the date of the transaction, not the date of the disposition.

Enter the NICS approval code in the NICS Approval Code field.
Enter the transaction serial number in the Transaction Serial Number field.
If needed, enter transaction notes in the Notes field.

a b~ owbd

If the transaction occurred at a gun show, select the gun show from the Gun Show drop-down
field.

Note: If the gun show is not available in the drop-down, create it before completing this firearm
transaction. Refer to Manage Gun Show Information (see page 76) for more information.

7. Click the Submit button to send the transaction to the customer's Current record in the Register
application for processing and payments.
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Document a Firearm Theft

1. Navigate to the Stolen Firearm screen.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu

screen.

2. Select Firearms > Transactions > Stolen Firearm from the main menu to display the Stolen

Firearm screen.

[ T T
= &« 3 N
Tt | o et byl Yy gy

Thet

Step 1

Add Firearms & | Glock

Stolen Firearm(s),,
Manufacturer

———————————

Basge  Femserq  fepe Wollees G

Mode 1 SerialNumber
¥ 12

Step 2
Date of Theft

Step 3
BATF

Step 4
Police

Step §
MNotes

sup e
Gun Show

2. Complete the following procedures as appropriate to add stolen firearm information:

Add a Firearm 1. Clickthe Add Firearms button to display the Firearm
Inventory window.

2. Select a Firearm from the Firearm Inventory Window (see
page 36). (Repeat steps as needed to add additional
firearms.)

Edit a Firearm's 1. Click the firearm's Edit button to display a new price entry
Price window.

2. Enter anew price in the field.

3. Click the OK button to display the updated price on the

screen.

Remove a Firearm
from the Screen

Click the firearm's Delete button to remove it from the screen.
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3. Complete the remaining fields:

1. Enter the theft date (mm/dd/yyyy) or Select a Date (see page 24) with the calendar button in the
Date of Theft field.
Enter the BATF incident number in the BATF Incident Number field.
Enter the Police incident number in the Police Incident Number field.
If needed, enter notes in the Notes field.
If the transaction occurred at a gun show, select the gun show from the Gun Show drop-down
field.
Note: If the gun show is not available in the drop-down, create it before completing this firearm
transaction. Refer to Manage Gun Show Information (see page 76) for more information.

o howbd

4. Click the Submit button to send the transaction to the customer's Current record in the Register
application for processing and payments.
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Document an Incoming Firearm Transfer

1. Navigate to the Transfer In screen.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu
screen.

T e e e e e e T ™

L L4000 8 N 2 H

= e _— = =

= -

| Tranzactions Inventory Report  Inventory N
- With Costs Costs

Purchase

Sale

Trade

Interstore Recenve
Consignment

Transfer » Transfer In

Stolen Firearm Transfer Out

2. Select Firearms > Transactions > Transfer > Transfer In from the main menu to display the
Transfer In screen.

Transfer In

 swp1
Select Dealer
Select Customer
Swp 2
Add Transfer
Step 3
Set Date

step 4
MNotes

2. Complete the following procedures as appropriate to add the transferring party's information:

Transfer from a 1. Click the Select Customer button to display the Customer

Customer Look-up window.
2. Selector Add a Firearm Customer (see page 29).

Note: Be sure all customer information is correct. Incorrect
customer information may create errors in the Bound Book.

Transfer from a 1. Click the Select Dealer button to display the Vendor Look-

up window.
Dealer 2. Select a Firearm Vendor (see page 32).

3. Complete the following procedures as appropriate to add incoming transfer firearm information:

Add an Incoming 1. Click the Add Transfer button to display the Firearm
Firearm Description window.

2. Describe a Firearm (see page 37). (Repeat steps as needed
to add additional firearms.)
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Edit an |ncoming 1. Click the firearm's Edit button to display its Firearm
Description window.

Firearm's _ _

. g 2. Describe a Firearm (see page 37) as needed.
Description
Remove an Click the firearm's Delete button to remove it from the screen.

Incoming Firearm
from the Screen

4. Complete the remaining fields:
1. Enter the acquisition date (mm/dd/yyyy) or Select a Date (see page 24) with the calendar button
in the Set Date field.
Note: This is the date of the transaction, not the date of the disposition.

2. If needed, enter transaction notes in the Notes field.
5. Click the Submit button to send the transaction to the customer's Current record in the Register
application for processing and payments.
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Document an Outgoing Firearm Transfer

1. Navigate to the Transfer Out screen.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu
screen.

T e e e e e e T ™

L L4000 8 N 2 H

= e _— = =

= -

| Tranzactions Inventory Report  Inventory N
- With Costs Costs

Purchase

Sale

Trade

Interstore Recenve
Consignment

Transfer » Transfer In

Stolen Firearm Transfer Out

2. Select Firearms > Transactions > Transfer > Transfer Out from the main menu to display
the Transfer Out screen.

 swp1
Select Dealer
Select Customer

Swp 2
Add Transfer

Stp 3
Set Date

Step 4
NICS

Step 5
4473

Step 6
MNotes

2. Complete the following procedures as appropriate to add the transfer-receiving party's information:

Transfer to a 1. Click the Select Customer button to display the Customer

Customer Look-up window.
2. Select or Add a Firearm Customer (see page 29).

Note: Be sure all customer information is correct. Incorrect
customer information may create errors in the Bound Book.

Transfer to a Dealer 1. Click the Select Dealer button to display the Vendor Look-
up window.

2. Selecta Firearm Vendor (see page 32).

3. Complete the following procedures as appropriate to add outgoing transfer firearm information:

Add an Outgoi ng 1. Click the Add Outgoing button to display the Firearm
Firearm Inventory. window. | |
2. Select a Firearm from the Firearm Inventory Window (see
page 36). (Repeat steps as needed to add additional
firearms.)
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Edit an Outgoi ng 1. Click the firearm's Edit button to display a new price entry
Firearm's Price window.
2. Enter anew price in the field.
3. Click the OK button to display the updated price on the
screen.

Remove an Click the firearm's Delete button to remove it from the screen.

Outgoing Firearm
from the Screen

4. Complete the remaining fields:

1. Enter the transaction date (mm/dd/yyyy) or Select a Date (see page 24) with the calendar button
in the Set Date field.

Note: This is the date of the transaction, not the date of the disposition.

2. Enterthe NICS approval code in the NICS Approval Code field.
3. Enter the transaction serial number in the Transaction Serial Number field.
4. If needed, enter transaction notes in the Notes field.
5. Click the Submit button to send the transaction to the customer's Current record in the Register
application for processing and payments.

214 - Firearms Management AXIS™ Retail Management System



Document an Interstore Firearm Transfer

1. Navigate to the Interstore Transfer Receive screen.
1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu
screen.

Consignment .

Transfer

Stolen Frearm

2. Select Firearms > Transactions > Interstore Receive from the main menu to display the

Interstore Transfer Receive screen.

toewwi  Cummieg imecryMarsgeee  Mmbewhgs  Muitore  Pasersl  SCMamgenemt  frcrg  buthewng  fage  Receerg Mg WorkOmien e

i 000 B N 2

vy hapt lmewstory N vertiry Sy Pryscs Frees  Mepoieg  Frow 8471 30 HHOL | Busd Smseedlound PretCun Do Bound
W Coim, Conts Repart . boetary Couet « E | i ._ pebrig
P Reporig | e BATH s BATE Dot Bocky | Lot Pomting. gt

Interstore Transfer Receive

Stap 1
Select Transfer

Swp 2
Incoming

Stap 3 [T TR
Set Date —

Step 4
Motes

2. Click the Select Transfer button to display the Interstore Transfers window.
Interstore Transfers
40004 Stcee DO &/13/2013 122029 PM 1
#0005 | Stoee 001 | B18/2013 110656 AM |2
40006 Stcee 001 E/18/2013 111027 AM 2
40007 |$Imml iswmmm |l
40008 Store 001 &/18/2013 44235 PM 1
40013 | Sacee 001 | 61972013 22511 PM |13
40014 Stoee 001 &/19/2013 22937 PM 1
40017 | $toee 001 | B/20/2013 BALA4 AM |E
s00te Stoee 001 3/10/2014 85207 AM 1
Cancel | Submit |

3. Click afirearm to display its transfer record.
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Interstore Transfers

Transaction Number Store Name Ship Date Firearm Count
0004 1

Store D01 E/13/2013 1220:79 PM

20005 | Store 001 | B/18/2013 110656 AN |2

40006 Stoee 001 &/18/2013 111037 AMt 2

0007 | Stoee0oL | 8/18/2013 T1845 PM |2

A000% Stoee 001 &18/2013 44535 PM 1

0013 | Same 001 {8/19/2013 2201 M |1

40014 Stoee 001 &19/2013 22937 P 1

S000T Stoee 001 | B/20/Z0L3 BALA4 AM 1
006 |sweont | 3f10/2018 £5207 AM 1 |

Outbound Firsarms

Manufacturer Serial Musber

4. Click the Submit button to add transfer and firearm information to the Interstore Transfer Receive
screen.

Borc Bocky | lsbeiBerting bmpet

Interstore Transfer Receive

Transfer from Store: Store 001

. Date: 3/10/2014
Transaction Number: 50016

Firearm Count: 1

BEOD $0.00

Incoming - | & joour COLT X¥E

5. Complete the following procedures as appropriate to add incoming transfer firearm information:

Edit an Incoming 1. Click the firearm's Edit button to display its Firearm
Firearm's Description window.

Descri ption 2. Describe a Firearm (see page 37) as needed.
Remove an Click the firearm's Delete button to remove it from the screen.

Incoming Firearm
from the Screen

6. Complete the remaining fields:
1. Enter the acquisition date (mm/dd/yyyy) or Select a Date (see page 24) with the calendar button
in the Set Date field.
2. If needed, enter transaction notes in the Notes field.
7. Click the Submit button to add the firearm to the receiving store's inventory.
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Document an Incoming Consignment Firearm

1. Navigate to the Inbound Consignment screen.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu

screen.

Ientory Regert Inventory N Imventory Agd
o5t

With Casts

Inventory

Report

2. Select Firearms > Transactions > Consignment > Inbound Consignment from the main
menu to display the Inbound Consignment screen.

Inbound Consignment,,

Step 2
Add Incoming

Step 3
Set Date

Stp 4
Motes

Step 8
Gun Show

= | | Ratresn

2. Complete this procedure to add party information:
1. Click the Select Party button to display the Customer Look-up window.

2. Select or Add a Firearm Customer (see page 29).

Note: Be sure all customer information is correct. Incorrect customer information may create

errors in the Bound Book.

3. Complete the following procedures as appropriate to add incoming firearm information:

Add an Incoming

1.

Click the Add Incoming button to display the Firearm

Firearm Description window.
2. Describe a Firearm (see page 37). (Repeat steps as needed
to add additional firearms.)
Edit an Incomi ng 1. Click the firearm's Edit button to display its Firearm
Firearm's Description window.
. e 2. Describe a Firearm (see page 37) as needed.
Description
Remove an Click the firearm's Delete button to remove it from the screen.

Incoming Firearm
from the Screen
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4. Complete the remaining fields:
1. Enter the transaction date (mm/dd/yyyy) or Select a Date (see page 24) with the calendar button
in the Set Date field.
Note: This is the date of the transaction, not the date of the disposition.

2. If needed, enter transaction notes in the Notes field.
3. Ifthe transaction occurred at a gun show, select the gun show from the Gun Show drop-down
field.

Note: If the gun show is not available in the drop-down, create it before completing this firearm
transaction. Refer to Manage Gun Show Information (see page 76) for more information.

5. Click the Submit button to send the transaction to the customer's Current record in the Register
application for processing and payments.
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Document the Return of an Incoming Consignment
Firearm

1. Navigate to the Inbound Consignment Return screen.
1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu

screen.

Transactions Inventory Report  Inventory No  Inventory Ag
- With Casts Casts Report

Purchase Irwentory

Consignment  » Inbound Consignment

Transter e Inbound Consignment Returm

2. Select Firearms > Transactions > Consignment > Inbound Consignment Return from
the main menu to display the Inbound Consignment Return screen.

Pachaung  fage  Recesrg  Rapon  WorkOuden g

Inbound Consignment Return

Step 1
Select Party

Ogtional
Transfer Agent

Step 2
Add Return

step 3
Set Date

Step 4
NICS

Step 5
4473

Step 6
MNotes

Step 7 o
Gun Show et

2. Complete this procedure to add party information:
1. Click the Select Party button to display the Customer Look-up window.

2. Select or Add a Firearm Customer (see page 29).

Note: Be sure all customer information is correct. Incorrect customer information may create
errors in the Bound Book.

3. Complete this procedure if the transaction requires a transfer agent:
1. Click the Transfer Agent button to display the Transfer Agent Look-up window.
2. Select a Transfer Agent (see page 34).
4. Complete this procedure to add firearm information:
1. Click the Add Return button to display the Firearm Inventory window.
2. Complete one of the following procedures to select a firearm:
o Scan the firearm’s log number in the Scan Log # here field and press the Enter key.
o Enter the firearm’s log number in the Scan Log # here field and press the Enter key.
o Locate the firearm in the list and check its Select checkbox.
3. Repeat steps as needed to reattempt a failed selection and/or select additional firearms.
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4. Click the Submit button.
Note: If needed, click a firearm's Delete button. to remove it from the screen.

5. Complete the remaining fields:

1. Enter the transaction date (mm/dd/yyyy) or Select a Date (see page 24) with the calendar button
in the Set Date field.

Note: This is the date of the transaction, not the date of the disposition.

Enter the NICS approval code in the NICS Approval Code field.
Enter the transaction serial number in the Transaction Serial Number field.
If needed, enter transaction notes in the Notes field.

o howbd

If the transaction occurred at a gun show, select the gun show from the Gun Show drop-down
field.

Note: If the gun show is not available in the drop-down, create it before completing this firearm
transaction. Refer to Manage Gun Show Information (see page 76) for more information.

6. Click the Submit button to send the transaction to the customer's Current record in the Register
application for processing and payments.
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View the Inbound Consignments Report

1. Navigate to the Inbound Consignments (report) screen.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu
screen.

B e e T T T e
5

2. Select Firearms > Reporting > Inbound Consignments from the main menu to display the
Inbound Consignments screen.

Inbound Consignments 2]

# Edit - Wiew Inw 8 o Manulscturer Model Description « SN Cal/Gauge '+ Acquired Date + Customes Mame  Sales Price  Fee Mirsmum Price - Sold
a 52| ska7 sk 999008 47 2014 May 05 Hazel Mates $375.00/ §75.00 531500

= [} % Glock | poemmiim | 999010 9men ] 014 May 07 | Nick Adams $143.00|§75.00 512500

2. Complete the following procedures as needed to modify the list displayed on the screen:
« Click the Refresh button to display recent updates.
o Use the scroll bar(s).
o Sortand Filter Onscreen Data (see page 40).

3. Complete the following procedures as appropriate to add consignment item information:

User Guide Firearms Management - 221



Edit an Unsold 1. Click the consignment’s Edit button to display the Edit

Inbound

Consignment Item appears.

Consignment window.
Note: If the consignment has been sold, a notification window

=

[S=)

Cannot edit a consignment that is sold

Click the OK button to close the window.

nt: $135.00

$196.00

Fixed @ Percentage % (decimal form):  0.1500

Edit Consignment

2. Edit Consignment information in the window.

Consignment
Fee

Select Fixed or Percentage to determine
how the consignment fee is calculated.

Amount

If the selected Consignment Fee is
Fixed, enter a fixed amount with no dollar
sign and two decimal places (0.00) in the
Amount field.

If the selected Consignment Fee is
Percentage, enter the percentage
amount in the form of a decimal (.2 instead
of 20%) in the Percentage field.

Minimum
Amount

Enter the minimum amount for which the
firearm may be sold.

Sales Price

Enter the price for the firearm.

Note: If no price is entered, a price will
have to be entered at the time of sale.

3. Click the Submit button to close the Edit Consignment

window.
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Review Sales
Information for an

Inbound

Consig nment ltem 1. Click the consignment’s View button to display its View
Consignment Trx window.
Note: If the consignment has not yet been sold, a notification
window appears.

- )

Inbound Consignments, =

e N 1™ == S R T e ey

This consignment has not been sold

Click the OK button to close the window.

View Consignment Trx
Manufacturer: MOSSBERG
Model: MVP Predator
Serial Number: 657734
Log Number: 170
Consignment Fee: 39.00
Sold Price: 195.00

2. Click the Close button to close the View Consignment Trx
window.

4. Click the tab's Close button to close the screen.
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Manage a Bound Book

1. Navigate to the desired Bound Book screen.
1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu

screen.

2. Select Firearms > Bound Books to display a menu of options.

3. Click the desired Bound Book option (Non-NFA, Gunsmith, or NFA) to display the associated
Bound Book screen.

Firearms Bound Booku &
All Dates ¥
# LOGE Bound Book & (1 NowUsed MANUFACTURER MANUFACTURER = IMPORTER MODEL SERIAL NO TYPE OF ACTION BARREL LENGTH CAL | GAUGE ACQUIRED ACOUISITION NAME A=
11 21456558 New Tost TEST NONE st 500 Prstol 0000 9 2003 Jun 12 | Acuspon On
l'ost | TEST | NONE L est 501 Pl | 80000 L] | 2013 Jun 12 | Acusport On
Test TEST NONE st 502 Prstol @ 0000 8 2013 Jun 12 | Acuspont On
iZ55s New  (Test  (TEsT  [Nowe st |503 Pistl 50000 ] 2013 4 12| Acusport G
55 023814250558 New Test TEST NONE fost 504 Pratol G 0000 9 2013 Jun 12 | Acuspont On

2. Complete the following procedures as needed to modify the list of records displayed on the screen:
o Checkthe Include Active Records Only checkbox to display only active records.
« Enter starting and ending dates in the Acquisition Date Range fields and press the Enter key
to display results from that time frame.
« Click the Refresh button to display recent updates.
o Use the scroll bar(s).
« Sortand Filter Onscreen Data (see page 40).
3. Complete the following procedure to manage an individual firearm record in the bound book:
1. Click the firearm record to display its Information for Log # window.
« Ifthe record displays the highest/last Bound Book # associated with a given Log #, itis
the active record for that firearm. The system will display its Information for Log #
window.
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Infermation For Log # 2

023614259558

MONE - Ba the 90000

an | mation
= ’ 1349 South Orange Blosso

tate | Florida

(SaveChanges| | PrintLabel | | Clese | Delete Disposition | Delete Recard

Note: Refer to Modify a Firearm Record for information on modifying this record.

« Ifthe record displays a Bound Book # that is lower/earlier than another associated with
the same Log #, it is an inactive record for that firearm and cannot be modified. The
system will display a grayed out Information for Log # window. This window displays
only historical information and the record cannot be modified.

2. Complete the following procedures as appropriate to update the firearm record:

Modify a Firearm  Complete this procedure to modify firearm, acquisition, or
Record disposition information in a firearm record.

1. Make changes to the appropriate fields as needed.

Note: Changes made will not be saved unless the Save
Changes button is clicked and confirmed.

Note: Changes to the following fields will cause the
system to deactivate the current record and create a new
record to reflect the modified information.

¢ Inthe Firearm Information section:
Manufacturer, Importer, Model, Serial Number,
Gauge/Caliber, and Type of Firearm

o Inthe Acquisition Information section:
Acquisition Date, Company, First, Middle,
Last, Address, City, State, Zip, and FFL #

o Inthe Disposition Information section:
Transferred Date, Company, First, Middle,
Last, Address, City, State, Zip, and FFL #

2. Continue with the procedure below.
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Set a Firearm
Transfer Date

Complete the following procedure to establish a firearm's
transfer date in the Bound Book.

Note: Per the ATF, the transfer date is the actual date the
customer takes possession of the firearm. The transfer date
cannot be set until after the customer has paid for and taken
possession of a firearm at the register.

Manually setting a transfer date will cause the system to
deactivate the current record and create a new record to reflect
the modified information.

1. Enter the transfer date (mm/dd/yyyy) or Select a Date
(see page 24) with the calendar button in the
Transferred Date field.

Note: Changes made will not be saved unless the Save
Changes button is clicked and confirmed.

2. Continue with the procedure below.

Delete a Firearm
Record's
Disposition
Information

Complete this procedure to delete a firearm record's disposition
information and make it available for sale again.

Note: This procedure will cause the system to deactivate the
current record and create a new record to reflect the modified
information.

1. Click the Delete Disposition button to clear all fields in
the Disposition Information section of the Information
for Log # window.

Note: Changes made will not be saved unless the Save
Changes button is clicked and confirmed.

2. Continue with the procedure below.

Delete a Firearm
Record

Complete this procedure to delete a firearm record from a
bound book and create an empty record.

Note: This procedure will cause the system to deactivate the
current record and create a new record to reflect the modified
information.

1. Clickthe Delete Record button to clear all the fields in
the Information for Log # window.

Note: Changes made will not be saved unless the Save
Changes button is clicked and confirmed.

2. Continue with the procedure below.

Print a Label from
a Firearm Record

-_—

. Click the Print Label button to print a label for the
firearm.
2. Click the Close button to close the Information for Log
# window.
3. Click the tab's Close button to close the screen.

3. Clickthe Save Changes button to display a confirmation window.
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Note: If the changes do not require the current record to be deactivated, the system updates the
record and displays it in the Information for Log # window. Click the Close button to close the
Information for Log # window.

Warning! Any changes made to this log # will cause a new log # to be
created, notes to be added, and the original entry will be deactivated.
The original entry will still print in the bound book, but will no longer
be editable. Please click 'Close’ to end the process, or make all required
changes to Firearm Information, Acquisition Information, and
Disposition Information. Click 'Save Changes' to create the new record.

4. Click the Save Changes button in the confirmation window to deactivate the current record,
create a new record with the modified information and a new, system-generated Bound Book
#, and generate Notes for both records.

Note: The new record’s number will be the current record’s number with the next sequential
letter. (For example, if a firearm record with Bound Book # 1001 were manually changed, the
newly generated record would be assigned Bound Book # 1001A. If this record were changed,
the new record would be assigned Bound Book # 1001B.)

e
) Firearms Bound Book, -]
# LOG# B 2 2A WUsed MANUFACTURER IMPORTER MODEL SERIAL NO TYPE OF ACTION BARREL LENGTH CAL | GAUGE ACQURRED ACOUNSITION NAME ACCUISITION ADDRESS
11 7 | Test | NONE st 500 | Prssal | 9 0000 I‘.'< | 2013 Jun 12 | Acusport | IJN.‘ Hunier Place. Baliedontaing, OH 43311
[ Thow [Tt [ HomE [ost (501 TPl 190000 s [ 2013 0un 12 | Acisport |G Huritor Piace, Boatoriaine, OH 43311
2A Ié.k.hk | Yeg.l __NS‘N_E Il?sl | 501 IK:IS?Q! | 9 E(U:l .9 | ?D‘3JU’\ !! | Nm | fJ."? H.mle.r I?KEI_BOIQI‘)IEHIM SJH i'i.? I_I |
33 Now | Test NONE |fost . Pl 90000 L] | A3 dun 12 Acusport _ Gng Hunlor Place. Balistontain, OH 43311
44 Now Test NONE test 503 Pistal 19.0000 IE 2013 Jun 12| Acuspont | One Hunlir Place, Belistontaine, OH 43311 |

4. Complete the following procedures as appropriate to manage the bound book as a whole:
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Export a Bound Complete the following procedure to export an onscreen Bound

Book t Excel file.
Book to Excel corfoanxeertle. - |
1. Right-click on the list to display a menu of options.

Export to Excel

Report Customization

Print Bound Bock ATF 2013-5

Print Bownd Bock wih Audis pre 2013-5

2. Click the Export to Excel option to open the Excel program
and display the report as a spreadsheet.

T
= - -

e el e B B s ] - S

3. SelectFile > Save As from the menu bar to display the Save
As window.

4. Save and Print a Document (see page 48) to create electronic

and hardcopy versions of the spreadsheet as needed.
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Print a Bound Book

1.

how

Right-click on the list to display a menu of options.

Export to Excel
Report Customization

Print Bowund Book ATF 2013-5

Print Bownd Book with Audits pre 2013-5

Tt vt - [a Jami I il Acinger | P P Periare Co1 43311 |

Click the Print Bound Book ATF 2013-5 option to display
the Save As menu.

% Decumares B bemtorytana 10113 WEM TP Mharpast v
| ] Vendont staicq J11S

Browse to the desired location.
If needed, edit the document name in the File name field.

Click the Save button to save the document as an electronic
file and open it for viewing.

Select File > Print from the menu bar to display print controls.
Modify print options (e.g., select a different printer, adjust
settings, etc.) as needed.

Click the Print button to print the document.

Select File > Close from the menu bar to close the document.
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Print a Bound Book Note: This procedure produces a version of the Bound Book that
. . may be useful for informational purposes but is not compliant with
with Audits ATF regulations.

1. Right-click on the list to display a menu of options.

Print Bowund Book ATF 2013-5

Print Bownd Bock with Auda: i35

2. Clickthe Print Bound Book with Audits pre ATF 2013-5
option to display the Save As menu.
[ —C——— R - W

—— e

e Fren B L] an
3. Browse to the desired location.
4. If needed, edit the document name in the File name field.

5. Click the Save button to save the document as an electronic
file and open it for viewing.

6. Select File > Print from the menu bar to display print controls.

7. Modify print options (e.g., select a different printer, adjust
settings, etc.) as needed.

8. Click the Print button to print the document.

9. Select File > Close from the menu bar to close the document.

5. Click the tab's Close button to close the screen.
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Import Bound Book Data

Complete the following procedure to import firearm data into a Bound Book by creating, populating, and
importing a formatted Excel file.

1. Navigate to the desired Import data from Excel screen.
1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu

screen.

2. Select Firearms > Enter Bound Book to display a menu of options.

3. Click the desired option (Non-NFA, Gunsmith, or NFA) to display a warning window in front of
the associated Import data from Excel screen.

This wtility is for mass adding of firearms to the bound baok. Please da not
use for receiving as no accounting information is acquired and your
financials will be negatively affected.

4. Click the Continue button to close the warning window and display the associated Import data
from Excel screen.

Import data from Excel

@ LOG® o s 3310-127 . COST o RETARL & UPC | NEW/USED - MANUFACTURER . IMPORTER « MODEL « SN « ACTION . SARRELLENGTH - CALBER/GAUGE - ACQUIRED DATE ' ACG VENDOR MAME . ACQ FIRST NAME . ACQ MIDOLE K

2. Right-click on the list to display a Save Template option.

# LOG® . COST o RETAIL & UPC o NEW/USED . MANUFACTURER .« IMPORTER .\ MODEL

3. Clickthe Save Template option to display a Save As window.

B8 Swve s

OB » siccnmic

Organize v Newfolder

Name Date modified Type size

| @) eporromEnterBoundBookmportdarst,. 51/2014 425 PM
o tonts 1asan a1
orCataog 140115 1152014 405PM M

)

Save as type: [Excel documents (xlsy)

4. Complete the following procedure to save the template (Excel file):
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1. Browse to the desired location.
2. If needed, enter/edit the document name in the File name field.

3. Click the Save button to save the document as an electronicfile.
5. Open the saved Excel file template.
6. Populate the Excel file with firearm information.
Note: The file must adhere to the validation requirements indicated below:

« No entry may have the same value for Log # as any other entry in this file or already in the
system.

o A UPC must be a 12-digit number.

o The New/Used, Manufacturer, Importer, Model, S/N (serial number), Action,
Caliber/Gauge, and Acquired Date columns are required.

o Any entry in the Action column must conform to the selected Bound Book: The NFA book only
accepts NFA options, the Non-NFA book only accepts non-NFA options, and the Gunsmith book
accepts all firearm types.

« The system requires that either the ACQ Vendor Name column or the ACQ First Name and
ACQ Last Name columns are populated.

o AnyentryintheID Type Inor the ID Type Outcolumn must exactly match one of the types
defined on the Identification Types screen. (Select Setup > Identification Types to view this
screen.)

o Ifanentry's Disp Date column is populated, the system requires that either the Disp Vendor
Name column or the Disp First Name and Disp Last Name columns are populated.

7. Save the populated Excel file.

s - Dta Coter

-1 Cummiteg  leryMasgeeas  Mesbwihgy  Mutbire sl 00U Maagemet  fece  buthasng  Mange  faceerg  Bapom  WerkOwn  Sem

Import data from Excel

# LOG® . COST o RETAIL & UPC o KEW/USED . MAMUFACTURER  IMPORTER ' MODEL « S/N « ACTION & BARREL LENGTH | CALBER/GAUGE ' ACQUIRED DATE . ACQ VENDORNAME . ACQFIRST NAME . ACQMIDDLE NAME « ACTL

8. Clickthe Upload button on the Import data from Excel screen to display the Load Excel Import
window.
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9. Browse to the desired location.
10. Double-click the saved Excel file to select it and start the import process.
Note: This process will overwrite any information that was previously on the screen.

11. When the import is complete, the system displays the uploaded information on the Import data from
Excel screen.

Note: If the system detects any errors with the uploaded data, it highlights the cells containing bad or
missing information.

Import data from Excel

# LOG® . COST o RETAIL « UPC & NEW/USED . MANUFACTURER . IMPORTER . MODEL « SN ACTION . BARREL LENGTH . CALIBER/GAUGE . ACQUIRED DATE ACG VENDOR NAME . ACG FIRST NAME & ACG MIDDLE NAME
2002 new oo oo 0 959001 6/1/2014 12:00:00 AM  AcuSport

2003 new ot 2ok 700 seraaananas F S/31/2014 120000 AM AcuSport

12. Locate and fix any validation errors.
13. Click the Submit button to place the displayed data in the associated Bound Book.
14. Ifthe system detects validation errors, it displays an error message window.

Some entries are still invalid (log numbers: 2003, 2004).

Click the Close button to return to the Import data from Excel screen without updating the
associated Bound Book and fix any outstanding validation errors as needed.

15. When the import is complete, the system displays an informational window.

The import is complete. You can now view the data by selecting the appropriate bound book from the menu.

16. Click the Close button to close the window and screen
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View a Bound Book Archive

1. Navigate to the desired Bound Book Archive screen.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu
screen.

W e e T e T T

S f. 3 M 8 44000 BNl

X %
Archived Bound Print Gun
Books » L
Non-NFA
Gunsmith
NFA
1

2. Select Firearms > Archived Bound Books to display a menu of options.

3. Click the desired Bound Book Archive option to display the associated Bound Book Archive
screen.

o Non-NFA: Contains an archive of the Non-NFA Bound Book.

o Gunsmith: Contains an archive of the Gunsmith Bound Book.

o NFA: Contains an archive of the NFA Bound Book.

« Non-NFA BB Pre 2013-5: Contains an archive of the Non-NFA Bound Book with audits
as it existed when the system was updated for the 2013-5 transition.

o Gunsmith BB Pre 2013-5: Contains an archive of the Gunsmith Bound Book with audits
as it existed when the system was updated for the 2013-5 transition.

« NFA BB Pre 2013-5: Contains an archive of the NFA Bound Book with audits as it
existed when the system was updated for the 2013-5 transition.

=i Oummiheg imamoryMugeess  Mimbehgs Wit Peseel 0l Awagees  fcrq  bechamg  langs  feceeq  fapom  WekOun  me
.

i 4000 B %N
.1 e i Bapivig  Frswes | 8871 3304 BHOL]  Bousd e bt
Non-NFA Pre 2013-5 Bound Book,
# LOGHE New/Used . MANUFACTURER .. IMPORTER MODEL .. SERIAL NO TYPE OF ACTION ., BARREL LENGTH CAL / GAUGE ACOUIRED ACQUISITION NAME ., ACQUISITION ADDRESS FFLIN . PRIIL®
hew T INONE st 500 [Pt (80000 I | W0134in 12 [ Acuspen_ [Gne Hurdet Place, Beliontsns, OH 43311
2] New Test NONE test 501 Pistol 80000 L] 2013 dun 12| Acusport O Hundes Place, Bellefontaine, OH 43311
3| New Tost NONE Tt 502 Prstol @ 0000 2 2013 Jun 12 | Acuspont O OH 43311
iNew  Tem TNONE st 803 [Pl o000 0} | H3 dn 12 Acsport s Funiar Pace, Betisonians, 06 43311
5| New Test NONE fest 504 Prstol 9 0000 9 2013 Jun 12 | Acusport O Hunter Place, Belelontsine 3311
S[New  [test IwoNE  Twsl (505 [Peol (90000 i 12015 am 12" [Acusport 1O Hnte Place, Betelontane, OF 43311
T New Test NONE lirst 506 Pisiol & 0000 8 2013 Jun 12 | Acusport One Hunbes Place, Bellefontsine, OH 43311
B New Test NONE tnst sar Prstol 9 0000 2 2013 Jun 12 EAnn'm Piace, OH 43311
0 New Tast | NONE [ 1508 | Pistol 6.0000 i 2013 Jun 12| Acusport e Huntes Place, Ballefontsine, OH 43311
10| New Test RONE tost 508 IPﬁ!ﬁl @ 0000 9 2013 Jun 12 :Aunmﬂ Ore Hunter Place, Bellefontsine, OH 43311
New et NONE____lesl 510 Pstol 60000 IE |3 dun 12| Acuspont Gne Hunter Place, Betielontane, O+ 43311
12| New Test NONE fost 51 Pstol § 0000 o 2013 Jun 12 | Acispor 'mmm_mm_uﬂmu
13| New Test NONE ot 512 I9\'.I|3l & 0000 9 2013 Jun 12 | Acuspont One Hunber Place, Bolislontaing, OH 43311
14] New st NONE tost 513 Prstol 0000 0 2013 Jun 12| Acusport Ore Huntes Place, Ballefontsine, OH 43311

2. Complete the following procedures (if available) as needed to modify the list of records displayed on the
screen:
o Enter starting and ending dates in the Date Range fields and press the Enter key to display
results from that time frame.
o Click the Refresh button to display recent updates.
o Use the scroll bar(s).
o Sortand Filter Onscreen Data (see page 40).
3. Click the tab's Close button to close the screen.
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View the Bound Book Audit Log Report

1. Navigate to the Audit Log Report screen.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu

screen.

Gunsrmith

WFA

Audit Log Report,

Active 20012 | Active Inactie 1| 20013/3unV1S 01:53 PM | TEST3-PC

@ Table Name Column Mame . Record Number , Previous Value . New Value . Employee 1D, Aleration Made . Machine Name

FirearmTransactionMote | Status
Fumarmioventory | Staas |

Fisarmimentory St

1] 2013/Knv20 0907 A | TEST2-PE

1| 2013/3un/20 09:07 AM | TEST2-PC

Outboundeireann | mventoeytumber

Firsarm ransactio Active
FirearmTrassactionhiote | Active |

1| 2013/Mn/20 09:12 AM | TEST2-PC

_. 1} 2013/8un/20 0912 AM [TEST2-PC
4006 2014/Mar/10 08:00 AM | TEST4

4006 | 2014/Mae/10 08:00 AM TESTA
#0013 I f_llse 3 o ﬂwﬁ :‘Ellﬂ,.'Ml'ﬂﬂ 08:00 AM fESYl.
| awjo o '

5139 AIFLEWSIL SHENCER

Fueaminvectory  |TypeOfaction | 4ML/RFEWSL  (SWENCER | 0 a4
Fitearmlmventary TypeCiftaction 4138 | RIFLEWSIL SILENCER

1 2137 | RrEwsiL | suencer
Firearmimventory TypeOfaction £136 | RIFLEWSIL SIENCER
Firearmirwventory TypeOfaction 4134 RIFLEWSIL SHENCER
Loty LipOlicion_ apennew st 2.2 =
FilNrmIMﬂl"_\r,' [ypethninn 4132 RIFLEWSIL SILENCER 0 2014/Ape30 0809 AM | TEST2
Fisamiventory [ TypeOthction | ALURFEWSL SUNCER | 0] 2014]Api/30 0809 AN | TEST2
Firearminventory TypeOfaction 4130 | RIFLEWSIL SHENCER 0| 2014/Ape/30 O8:09 AM | TEST2

LSlENcER | i IESDD

2. Complete the following procedures as needed to modify the list of records displayed on the screen:

o Click the Refresh button to display recent updates.

« Use the scroll bar(s).
o Sortand Filter Onscreen Data (see page 40).
3. Click the tab's Close button to close the screen.
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Oversee the Electronic 4473 Form Process

Complete the following procedure to manage the creation and processing of an Electronic 4473 form for a
firearm transaction:

1. Starta 4473 Form for a Customer (see page 237).

2. Have the customer Fill Out the Customer Portion of an Electronic 4473 Form (see page 238).

3. When the customer returns with a valid ID, Process a 4473 Form (see page 239).

4. Update a4473 Form Disposition (see page 244).
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Start a 4473 Form for a Customer

1. Navigate to the Start Customer 4473 screen.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu
screen.

e —
X & 6 & B

2. Select Firearms > 4473 > Start Customer 4473 from the main menu to display the Start
Customer 4473 screen.

Start Customer 4473

2. Click the Select button to display the Customer Look-up window.
3. Selector Add a Firearm Customer (see page 29).

Note: Be sure all customer information is correct. Incorrect customer information may create errors in
the Bound Book.

Start Customer 4473

4. Click the Create 4473 Record button to display the customer’s 4473 ID code.

Start Customer 4473

g | 4473 D for Nick Adams is: 10000. |

\] 4473 ID for Nick Adams is: 10000 avide to customer to start 4473 process.

5. Give the 4473 ID code to the customer and have him/her Fill Out the Customer Portion of an Electronic
4473 Form (see page 238) on a device running the Form 4473 application.

6. Click the tab's Close button to close the screen.

User Guide Firearms Management - 237



Fill Out the Customer Portion of an Electronic 4473
Form

This procedure may be completed with a tablet PC, kiosk, or computer running the Form 4473 application.

1. Ensure the Form 4473 application is available and displaying the code entry screen.
wem fis - Form 4473 @

ATF Form 4473

English © Espariol ©

Enter 4473 code

Click Next to Continue

Next |

Laxis

S

2. Ifneeded, click a language button (English or Espanol) to change the language used on the screen
and in documents.

3. Enterthe 4473 ID code provided in the Enter 4473 Code field.
4. Click the Next button to display the Warnings screen.

S

Axis Form 4473 Warmings
¥ 1ot Peceie & Teeerm L by Federnl of SUne liw. The informaton you provide will Be used 10 deberming

5. Click the Continue button to display another screen.
6. Complete these steps for every screen that follows:
1. Read the screen carefully. Scroll if needed.
2. Enterinformation in fields and answer questions as directed.
3. Click the Continue button to display the next screen. (If needed, click the Back button to review
or revise previously completed pages.)

Axis Form 4473 Buyer instructions

S

7. Notify the salesperson when prompted or when the original code entry screen displays again.
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Process a 4473 Form

1. Navigate to the Process Customer 4473 screen.
1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu

screen.

List Denied 44735

Lest Al 44735

Clear Firearms Hakds

2. Select Firearms > 4473 > Process Customer 4473 from the main menu to display the
Process Customer 4473 screen.

Process Customer 4473 o

To start the dealer part of the 4473 process, retrieve the buyers record,

05/02/1964

Process a
Customer's 4473
Form

Process Customer 4473

To start the dealer part of the 4473 proess, retieve the buyers record,

1. Double-click the customer to display the Customer Entered
Information screen.

Note: If this screen or any of the following screens indicate
the customer’s 4473 form contains an error or reason for
concern, click the Back button as needed to return to the
Process Customer 4473 screen and Revise a Customer's
4473 Form.

2. Continue with the procedure below.
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Revise a Customer's

4473 Form

Process Customer 4473

1. Click the customer’s Buyer Edit button to display the
Confirmation window.

Confirmation [

|@I Do you wish to send this form back to the buyer for correction?

Yes | No I

2. Click the Yes button to display a window indicating the
customer’s 4473 ID code.

4473 1D for the selected customer is: 10000, Please provide to customer te correct
4473 entry.

3. Click the OK button to close the window.

4. Give the 4473 ID code to the customer and have him/her Fill
Out the Customer Portion of an Electronic 4473 Form (see

page 238).

5. Click the tab's Close button to close the screen.

3. Review the information on the Customer Entered Information screen and click the Continue button
to display the completed 4473 form.

.S, Department of Justice
Bureau of Alcohol, Tobacco, Firearms and Explosives

Rerview buyer information, click ‘Continue’ at the bottom of the page to complese seller section

o
WARNING: You may not receive a firearm if prohibited by Federal or State law. The information you provide will Transferor's Transaction

OMB No. 1140-0020
Firearms Transaction Record Part I -
Over-the-Counter

be wsed to determine whether you are prohibited under law from receiving a fircarm. Certain violations of the Gun Serial Number (f any)
Control Act, 18 U.S.C. §§ 921 er. seg., are punishable by up to 10 years imprisonment and/or up to a $250,000 fine,

Prepare in original only, All entries must be handwritten in ink. Read the Notices, Instructions, and Definitions on
this form. "PLEASE PRINT."

Section A - Must Be Completed Personally By Transferce (Buyer)

1. Transferee's Full Name

Last Name First Name Middlc Name f no middle name, state "NAN")
ADAMS NICK NMN
2. Current Residence Address (US, Postal abbreviations are acceptable. Cannot be a post office box.)
Number and Strect Address City County State ZIP Code
123 MAIN STREET SAINT CLOUD STEARNS MN 56303
3. Place of Birth 4. Height |5 Weigl sender |7, Birth Date
U.5. City and State -OR- |Foreign Country Fr. Male |Month Day Year
SAINT CLOUD, MINNESOTA N/A e s 05 02 1964
g [ Female

4. Review the form and click the Continue button near the bottom to display the 4473 decision screen.
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The state of the buyer's/transferee’s current residence or duty station does not match the state where the sale/transfer ocours. Transfer might be prohibited

Mo items were rejected in the form submitted by the buyer (customer). Yl may proceed

If you would like to print the customer 4473 form. you ma y pressing the ‘Print Form’ button.

5. Determine whether or not the sale should happen and complete the following procedures as
appropriate:

Approve the
Transaction

1. Click the Continue button to display the Seller Firearm
Information screen.

Note: If the Continue button is grayed out, the system has
identified a reason to prohibit the transaction. The gun seller is
responsible for verifying all answers and ultimately deciding
whether or not to continue the transaction.

2. Continue with the procedure below.
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Deny the Note: It may be useful at this point to Save & Print the 4473 Form
Transaction

to create a hardcopy of the customer’s 4473 form. The form can be
filed as a record of a prohibited sale or, if the sale was prohibited due
to a legitimate error, used to explain to the customer where errors
were made so that the process can be restarted and completed
correctly.

1. Clickthe Mark Dealer Denied button to display the Update
Disposition screen.

2. Click the Yes button to display an informational screen.

3. Click the OK button.

Save & Print the Click the Print Form button to Save and Print a Document (see
4473 Form page 48) to create a hardcopy of the customer’s 4473 form.

6. Ifthe firearm was sold at a Gun Show, select the show from the drop-down field. Click the Continue
button to display the Seller Identification Check screen.

7. Review the information and complete the screen. Click the Continue button to display the Seller
Aliens screen.

8. Enterinformation as needed and complete the screen. Click the Continue button to display the Seller
NICS screen.

9. Review instructions and complete the screen. Click the Continue button to display the firearm
selection screen.

1 et test 500 Ed i
3 [Test [rest sa2 ] i '
4 Test test 50 {] PISTOL 2.0000
5 [Teat rest 04 ] |PasToL 30000 L
& Test test o 9 FISTOL 9.0000
7 et eest 506 ] |PesTOL #0000 L
8 Test test 50 0 PISTOL 9.0000
5 Test ftest 08 ] |psTOL [si0000: C
2 Test test 51 9 PISTOL 7.0000
pest 516 ] |pasToL |a:0000: L
00 Smem FISTOL 9.0000

oLt COLT Xv2

10. Complete the following procedure to identify the firearm(s) associated with this transaction.

1. Complete one of the following procedures to select a firearm and display the Serial Number
Verification window:
« Scan the firearm’s log number in the Scan Log # here field and press the Enter key.
o Enter the firearm’s log number in the Scan Log # here field and press the Enter key.
o Locate the firearm in the list and check its Select checkbox.

242 - Firearms Management AXIS™ Retail Management System



11.
12.

13.

14.
15.

16.

17.

Serial Number Verification

Serial Number: | B1800

 verty

2. Enter the firearm’s serial number in the Firearm Serial Number field.
3. Click the Verify button to check the entered number against serial number in the database:

Note: If the numbers match, the firearm selection screen returns.
If the numbers do not match, an informational screen appears.

Close

Serial number does not match the selected firearm. ‘

Click the screen’s Close button to return to the firearm selection screen.

4. Repeat steps as needed to reattempt a failed selection and/or select additional firearms.
Click the Continue button to display the Seller Section D screen.
Answer the question and complete the screen. Click the Continue button to display the Seller FFL
Information screen.

Review the information and complete the screen. Click the Continue button to display the completed
4473 form.

Note: The Transaction Serial Number is located on the upper right side of the 4473. If the store
does not number transactions, clear the default number from the field.

Review the form and click the Continue button to display the Seller Certification screen.
Read the screen and click the | agree with and certify the above statement button to display the
Save As window.

Save and Print a Document (see page 48) to create a hardcopy of the form.

Note: Save the electronic document for future reference. Have the customer sign the printed form and
save it in a secure location.

Click the Close button to close the screen.
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Update a 4473 Form Disposition

1. Navigate to the Update 4473 Disposition screen.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu

screen.

e e T e e

= L. - 00 n™_= &

T e e Sl St A e S Pl S Pt e

r Py = e iy (s wn |- °‘ °

4473 33104 3310412

o

|

Start Customer 4473

Process Customer 4473
Update 4473 Disposition
List Denied 24735

List ANl 44735

Clear Firesrms Halds

2. Select Firearms > 4473 > Update 4473 Disposition from the main menu to display the
Update 4473 Disposition screen.

S78/201, 41)-1 10 P fckaems 05,/02/1964 Uw.&m.wamu

2. Double click the customer to display the customer’s 4473 information on the screen.

a_.-_:.—.,_n—-m_&-._.l__—w,—.“qmmm_mmnu—-hqu_qwu_gu—-mm&

X # 9 b O i JOO OB N = [

Tiasron [ o Sepieg friem | A3 BOA 0L | beusd Ansedbent | Pitn | felosd
5 Wi Eoca o Reprt by Comte | v Ture Socks-  ecias Lates Sock~
...... Tramcicms trerrsory Reporing g AT BT b ook | Labwtfertingbmport

Update 4473 Disposition

3. Enter the NICS transaction number in the NICS field.

4. If needed, modify the information in the Transaction Serial Number field to reflect the accepted

numbenng convention.

Update 4473 Disposition

Select Disposition -

Dispo
NICS APPROVED
NICS PENDING
NICS DENIED
DEALER APPROVED
DEALER DENIED
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5. Determine the disposition and complete the following procedures as appropriate:

. Select an “Approved” disposition from the Select New
Approve the 4473 1. Selectan“A d” di ition from the Select N
. i Disposition drop-down field.
Dlsposmon 2. Continue with the procedure below.
Deny the 4473 1. Select a “Denied” disposition from the Select New
Disposition Disposition drop-down field.
2. Click the Submit button to close the Update 4473
Disposition screen.
Note: If needed, refer to View and Use a List of Denied 4473
Forms (see page 247) for more information.
De|ay the 4473 1. Select a “Pending” disposition from the Select New
Disposition Disposition drop-down field.
2. Click the Submit button to close the Update 4473

Disposition screen.

6. Select the firearm transaction type from the Select Transaction To Create drop-down field.
7. Click the Submit button to display the firearm transaction screen for the corresponding procedure.
8. Verify and complete the firearm transaction screen.

Note: Do not edit customer or firearm information on the transaction screen. Changing this information

will cause errors in the Bound Book.

Note: Refer to the appropriate procedure (Document the Return of an Incoming Consignment Firearm
(see page 219), Document a Firearm Sale (see page 203), Document a Firearm Trade (see page

207), or Document an Outgoing Firearm Transfer (see page 213)) to complete the transaction.
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View and Use a List of All 4473 Forms

1. Navigate to the All 4473s screen.
1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu

screen.

2. Select Firearms > 4473 > List All 4473s from the main menu to display the All 4473s screen.
3. Enter starting and ending dates in the Date Range fields to display results from that time frame.
Note: If needed, Sort and Filter Onscreen Data (see page 40).

All 44735, L]

#i Last Name o First Name o Middie Maene 1 Birth Date . Disposition Disposition Date - 1
Adarm Nick RMN 05/02/1964 | DEALER COMPLETED. 2004 May05 | Pring

2. Complete the following procedure as appropriate:

Print a Customer’s  Clickthe customer’s Print button.

4473 Form Note: Refer to Save and Print a Document (see page 48) for more
information.

3. Click the tab's Close button to close the screen.
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View and Use a List of Denied 4473 Forms

1. Navigate to the Denied 4473s screen.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu
screen.

s
el 0

2. Select Firearms > 4473 > List Denied 4473s from the main menu to display the Denied
4473s screen.

3. Enter starting and ending dates in the Date Range fields to display results from that time frame.
Note: If needed, Sort and Filter Onscreen Data (see page 40).

Denied 4473s,, =]

# Last Mame 1. First Name & Middle Mame « Birth Date . Disposition . Disposition Date . 1
Adams Nick (0] 05/02/1964 | DEALER DENSED 2014 May 05 | Pring

2. Complete the following procedure as appropriate:

Print a Customer’s Click the customer’s Print button.

4473 Form Note: Refer to Save and Print a Document (see page 48) for more
information.

3. Click the tab's Close button to close the screen.
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Clear a Firearm Hold

1. Navigate to the Clear Firearms Holds screen.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu
screen.
e e e e e

0 O %_=

o0 oF°

4473 33104 3310412

Start Customer 4473

Process Customer 4473
Update 4473 Disposition
List Denied 24735

Lest Al 44735

Clear Firesrms Halds

2. Select Firearms > 4473 > Clear Firearms Holds from the main menu to display the Clear
Firearms Holds screen.

= — -

= __ e - — — |
= Gty bty Mgl ket Mooy Pmiovwt  POSMempreeet By Retwssy  Rege  Reoeg Bt WekDde  Sel
2 . .
i 000 B B
fvn | eportng | fsom | ST} G4 W02 | S Mhid b Comectom e bt

Boska.  Boskas
AT B bocis

Select the Customer(s) to ]\

Clear Firearm Holds release the firearm(s) being ]
o pe S L D et h“ ; held in an incomplete 4473
heck all items s wish to release from 44 old, then click] 1
™ transaction

| {am00
Shield 5568 |40 PISTOL {31000 ([t Pedierser]

2. Check afirearm’s Select checkbox to select the firearm for clearing. (Repeat this step as needed to
select additional firearms for clearing.)
Dot Comn mpioyen: Supar U] TRIEET — ‘ e = — - — —— . |
Arourtey Cuthures Satren: Eouc i St L] ey Ity Mo ety Mty Femorve TS et "i'! Furchanmy Rarge Rampery Bepety Wit Crery Setar
et 0 8 B 28000 0 N > A B
Clear Firearm |
Check all items that you wish to release fn old, then click "Continue’
e — . o fom  bmtem § |
;5 "S;!‘:AUHK l;—;‘m I;T] Zhl;;‘:“ :;:;:Lu m
Smith & Wesson Sheeld 5568 40 PISTOL (31000
3.

Click the Release button to clear each selected firearm from the screen and return it to inventory.
4. Click the tab's Close button to close the screen.
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Print Firearm Labels

1. Navigate to the Firearm Label Print Control screen.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu
screen.

e T e e e e R e e
Dot R Bk 80808 Nl E.

=l

2. Select Firearms > Print Gun Labels from the main menu to display the Firearm Label Print
Control screen.

2. Clickthe Non-NFA or NFA button as needed to select the appropriate type of firearm.

3. Enter starting and ending log numbers in the Log Number fields to print labels for that range of log
numbers.

Note: If desired, starting and ending transaction numbers may be entered in the fields to print labels for
that range of transactions.

4. Enter the desired number of labels to print for each log number (or transaction) in the Copies field.
Click the Print button.
6. Clickthe tab's Close button to close the screen.

o
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Perform a Physical Inventory Count for Firearms

Complete the following procedure to take a physical inventory count for firearms.

Note: A physical inventory count is essential for verifying the physical presence of individual firearms in the
store/warehouse. RTG recommends performing a complete physical firearm inventory count once every thirty
days.

1. Navigate to the appropriate (Gunsmithing, NFA, or Non-NFA) Physical Firearm Inventory Count

screen.
1. Log Into the Data Center Application (see page 16) to display the Data Center Main Menu
screen.

2. Select Firearms > Physical Firearm Inventory Count to display a menu of options.
3. Click the desired firearm type option (Gunsmithing, NFA, or Non-NFA) to display the

=i Gummiteg ey Masgeess  Mesbethgr  Mutiire  Pemoorel  POlMampeent  feceg  Puthasng  Mange  Becesrg  Maporn  WoriOwen  Semo

, 8 i #0008 N 3

2. Ifneeded, Sort and Filter Onscreen Data (see page 40).
3. Complete the following procedure for each located firearm:
1. Scan or enter the firearm's Log Number (or INV#) in the blank field.
2. Press the Enter key to move the firearm to the bottom of the list and update the value in its
Status cell to "Scanned."
4. If needed, review the Status cell for each entry in the list to determine the firearm's status. A Status cell
can display one of the following values:
« "Waiting for Scan" indicates the firearm is not present or has not been scanned.
« "Scanned" indicates the firearm has been counted.
« "ltem Does Not Have Inbound Status" indicates the firearm has been disposed.
« "Firearm Not Found" indicates the entered Log Number is invalid or has been voided.
When all firearms have entered, click the Update button.
6. Click the tab's Close button to close the screen.

o
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Manage a Firearm Tax

1.
1.

Navigate to the Firearm Taxes screen.
Log In to the Data Center Application (see page 16) to display the Data Center Main Menu

screen.

[ —

2. Select Firearms > Firearm Taxes from the main menu to display the Firearm Taxes screen.

B - o Conter hmploven upa oo AT

[

Iemtnry

.....

£ Y FIREARMS TAX
& |sTATE Tax

F

p———
......

Tax Rate
STATE COLLECTED SUR-TAX
| STATE TAX

#]  Add Firearm Tax

Add a Firearm Tax

. Select an available tax type from the drop-down field.

Note: If a new tax type is needed, refer to Manage Tax Types
(see page 321) for more information.

Click the Add Firearm Tax button to display the tax on the
screen.
. Click the tab's Close button to close the screen.

Delete a Firearm Tax

1.

Click a tax’s Delete button to remove it from the screen.
2. Click the tab's Close button to close the screen.
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View the Firearm Sales Report

1. Navigate to the Firearm Sales Report screen.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu
screen.

T e T e T e
-

i & N [

= |
G e Bt
Book-

S tapoieg | tengp BATH S BATH Do oy LabetPertng bt

Firearm Sales Report,
oo |- [ |

2. Complete the following procedure to determine which transactions are displayed on the screen:
1. Enter starting and ending dates in the Date Range fields to define the time frame.
2. Click the Submit button to display selected transactions.

3. Complete the following procedures as needed to modify the list displayed on the screen:

o Use the scroll bar(s).
o Sortand Filter Onscreen Data (see page 40).

4. Complete the following procedure as appropriate to view information about a particular transaction:
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View a Transaction's
Details

1. Click the transaction’s View button to display its Transaction

Details window.

Transaction Details
Transaction Date:  06/13/2013
Transaction Type: ISTRX
Entered By: Super User
Customer Name:  Shoot Straight, INC Shoot Straig

Notes:

10 Test | test

2. Click anitem to view its specific details.

Transaction Details
Transaction Date:  06/13/2013
Transaction Type:  ISTRX
Entered By: Super User
Customer Name:  Shoot Straight, INC Shoot Straight Master
Notes:
Dispositions

Inventory # Manufacturer Model
10 [Test [ test

Item Details

Serial Number:509
Gauge/Caliber:9

Type of Action:PISTOL
Condition:
Description:TEst

3. Click the Close button to close the Transaction Details

window.

5. Click the tab's Close button to close the screen.
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View the Firearm Transactions Report

1. Navigate to the Firearm Transactions Report screen.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu
screen.

(e
IS e -

Inbound Consignments

2. Select Firearms > Reporting > Transactions Report to display the Firearm Transactions
Report screen.

Firearm Transactions Report,
o [g)]- [ [ wacton Type: [0 -

2. Complete the following procedure to determine which transactions are displayed on the screen:
1. Enter starting and ending dates in the Date Range fields to define the time frame.

2. Select a transaction type from the Transaction Type drop-down to restrict the types of
transactions to include in the report.

3. Click the Submit button to display selected transactions.
3. Complete the following procedures as needed to modify the list displayed on the screen:
o Use the scroll bar(s).
o Sortand Filter Onscreen Data (see page 40).

4. Complete the following procedures as appropriate to view information about a particular transaction:

View a Transaction's
Component Record

1. Click the transaction’s Expand (+) button to display its
component record.

2. Click the transaction’s Contract () button to close its
component record.

254 - Firearms Management AXIS™ Retail Management System



View a Transaction's
Details

1. Click the transaction’s View button to display its Transaction

Details window.
Transaction Details
Transaction Date:  06/19/2013
Transaction Type: PURCHASE
Entered By: Super User
Customer Name:  Acusport
Amount: ($39,750.00)
Notes:
Acquisitions.
Inventory # Manufacturer
18 CoLT
19 CoLT
20 COLT
21 coLT
22 CoLT
23 coLT
24 COLT
25 coLT
26 COLT
27 coLT
28 COLT
29 coLT

Model
COLT XYZ
COLT XYZ
COLT XYZ
COLT XYZ
COLT XYZ
COLT XYZ
COLT XYZ
COLT XYZ
COLT XYZ
COLT XYZ
COLT XYZ
COLT XYZ

2. Click anitem to view its specific details.

3. Click the Close button to close the Transaction Details
window.

5. Click the tab's Close button to close the screen.
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View and Update the Firearm Inventory With Costs
Report

1. Navigate to the Firearm Inventory With Costs screen.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu
screen.

|imventory Report
With Costs.

2. Select Firearms > Inventory Report With Costs to display the Firearm Inventory With
Costs screen.
[5 s Do Cote Smpiyees bupes e 1

000 B &% =z [
- 04 BHOL | Bousd MrherdBound Pt ar bt
s
P s e
Firearm Inventory With Costs SR |
e . Firearm UPC . MFG # ttem # . Cost Sales Price MNew/Used . Manufacturer .. bmporter . Model . Serial Number .| Barrel Length . Gauge/Caliber . Type Of Action Is Rental Rese”
1000012340000 TESTGUN $850.00 $850.00 MNew akd? aka? akdT FFFEEBO0S SOCAL RIFLE
Uoomizta0000 [TESTGUNc| [ 385000 saS000New [aka7 oz Tabar [ssessin | e e
1| 000012340000 $850.00 $950.00 | Used aka? akd? aka7 y101 SOCAL RIFLE
1| 000012340000 | TEST GUN ¢ S0 $B50.00 | Mew | akd7 ka7 k4T ly1e2 | S0CAL RIFLE -
1 01352719124 $0.00 $850.00 MNew coLr NONE COLT X¥Z | D1000 5.0000 | Fmm PISTOL Dard
101352719124 | 1181 ST50.00 $850.00 Mew oLt | NONE COLT XvZ | 100 90000 | mm PISTOL

2. Complete the following procedures as needed to modify the list displayed on the screen:
o Checkthe Include NFA checkbox to display all firearm types.
o Checkthe Include Rentals checkbox to display rental firearms in the list.
« Click the Refresh button to display recent updates.
o Use the scroll bar(s).
o Sortand Filter Onscreen Data (see page 40).

3. Complete the following procedures as appropriate to view information about a particular transaction:

Edit a Firearm's 1. Click afirearm’s Edit button to display its Firearm
Descri ption Description window.
Firearm Description

NOME

COLT XY2

TEST PISTOL 1

New/Used: HNew =| Conditior
§750.00
Sales Price 585000 Locatior

2. Describe a Firearm (see page 37).

3. Click the Submit button to close the Firearm Description
window.
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Edit a Firearm's
Sales Price

Click a firearm’s Sales Price cell to select it.
Enter/edit the value in the cell as needed.
Press the Enter key to deselect the cell.

View a Firearm's
Details

2 TW N -

Details window.

Click the firearm’s Trans button to display its Transaction

Transaction Details
Transaction Date:  03/10/2014
PURCHASE
Jordan Guck
me:  Jordan Guck
($850.00)

Acquisitions
Inventory # Manufacturer

S0 ak47 Lakd?

Model

2. Click anitem to view its specific details.

3. Click the Close button to close the Transaction Details

window.

Print a Firearm Label

1. Complete any of these procedures to select the firearm(s) for

which labels will be printed:

o Check a firearm’s checkbox to select it.

e Uncheck a firearm's checkbox to deselect it.

o Checkthe Select All button to select all firearms.
o Uncheck the Deselect All button to deselect all

firearms.

2. Click the Print button to print labels for selected firearms.

4. Click the tab's Close button to close the screen.
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View the Firearm Inventory Without Costs Report

1. Navigate to the Firearm Inventory Without Costs screen.
1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu

screen.
i a riesess o —
:«Cn;:::h
2. Select Firearms > Inventory No Costs to display the Firearm Inventory Without Costs
screen.

%0 1) aka? el ¥y101 SOCAL RIFLE $950.00
91. 1. aed? I ad7 I ylo2 [ SOCAL .ﬁlf 3 I sﬂw.m.
a2 1/ cout |coTxvz prooa 90000 Senm [pston | 850,00 | David Crily
1w e |cotrxvz] 100 20000 Smm [prsron [ s#s0.00| [
19| ajcour | couT xvz| 101 | 90000 9 | pisToL | 585000
o e Cout xvz| 102 90000 Gmm [psToL $850.00

2. Complete the following procedures as needed to modify the list displayed on the screen:
o Checkthe Include NFA checkbox to display all firearm types.
o Checkthe Include Rentals checkbox to display rental firearms in the list.
o Click the Refresh button to display recent updates.
o Use the scroll bar(s).
o Sortand Filter Onscreen Data (see page 40).
3. Click the tab's Close button to close the screen.
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View and Update the Firearm Inventory Aging Report

1. Navigate to the Firearm Inventory Aging screen.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu
screen.

e R R R
S IEL L L2960 .0 8 N &, =

Firearm Inventory Aging,,

Enter cont of funcis as APR in decimal foem: 00425 -

# Edit lege Stare Macutacturer Model Con Com Marke? Valoe Percand Gain Adpted d Gain Acqussition Date DapiOid
& 4003 3| GERMAN LUGER 590000 $M478% $1L49500 66.11 % 57.72 % 2013 Apr 09 457
o L aften lien | ss0000] ss208, s40n00] 200%] wrss wiswen |
A 3 1 Test tes1 $500,00| 452288 $600.00 2000 % 1475%| 2013 jun 12 383
e Al ilren et | s50000] ssz2ss] w0000 2000%] 1475%] 003niz | 193

2. Complete the following procedure to determine which transactions are displayed on the screen:
1. Enter the APR value in the Enter cost of funds as APR in decimal form field.

Note: The APR value is the decimal form of the percentage for calculating the actual cost of
holding the firearm inventory (interest rate on borrowed funds).

2. Click the Submit button to display the firearm inventory.
3. Complete the following procedures as needed to modify the list displayed on the screen:

o Use the scroll bar(s).
o Sortand Filter Onscreen Data (see page 40).

4. Complete the following procedure as appropriate to edit a firearm's description:
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Edit a Firearm's
Description

1. Click the firearm’s Edit button to display the Firearm
Description window.

Firearm Description
UPC 01352719124

¢ |COLT

# 1181
MNONE

COLT XYZ

TEST PISTOL 1
MNew)/Used MNew Conditior
§750.00
Sales Price: 585000 L

ocatior

2. Describe a Firearm (see page 37).
3. Click the Submit button to close the Firearm Description

window.

5. Click the tab's Close button to close the screen.
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Generate, View, and Print 3310-4 Forms

1. Navigate to the 3310-4 screen.
1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu

screen.

Recent forms (1-4 day: ]

[@ [vowin-oseancuopodisharedrath 3310-41201404304,3310_4- 201404 30-Cri 1 Ty_David, docx

2. Enter or select the desired date in the date field. (The date field defaults to today’s date.)
3. Click the Generate button to generate 3310-4 forms for the selected date and display a form
generation confirmation window.

Note: If the date’s firearm transactions did not generate any 3310-4 forms, the system displays the
3310-4 Form Generation information window to indicate this:

'
3310-4 Form Generation g

There are no 3310-4 forms for 4/30/2014.

Click the OK button to close the window.

3310-4 Form Generation &

The 3310-4 forms have been generated.

@

4. Click the OK button to close the confirmation window.

3310-4 File Name
1 j ~0SRAXCLODGDN SharedPath', 3310-4° 201404 304, 3310_4- 200404 30-Cr i 1 Ty_David, docx

5. Click aform’s Open button to view it.
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6. Select File > Print from the menu bar to display print controls.

7. Modify print options (e.g., select a different printer, adjust settings, etc.) as needed.
8. Click the Print button to print the document.

9. Select File > Close from the menu bar to close the document.

0. Clickthe tab's Close button to close the screen.

262 - Firearms Management AXIS™ Retail Management System



Generate, View, and Print 3310-12 Forms

1. Navigate to the 3310-12 screen.
1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu

screen.

open 3310-12 File Name

:j SAWIN-DIKAKGLODO0Y SharedPath’, 3310-124201404 264, 3310_12 - 201404 26 -Cabrera_lugo. docx.
|_j | { 3310-124,2014042643310_12- 201404 26-crain_ked th. docx
| j LAUWIN - DIRARGLODGD \ SharedPath' 3310124201404 264, 3310_12 - 201404 26 -Dabney_Mark. docx
| & | Vw3 v 3310-12 3310_12-201404 26 -Rants_Henry, docx |

2. Enter or select the desired date in the date field. (The date field defaults to today’s date.)
3. Click the Generate button to generate 3310-12 forms for the selected date and display a form
generation confirmation window.

Note: If the date’s firearm transactions did not generate any 3310-12 forms, the system displays the

3310-12 Form Generation information window to indicate this:
HR1037 Form Generation [

There are no 3310-12 forms for 4/30/2014,

Click the OK button to close the window.

3310-12 Form Generation S

The 3310-12 forms have been generated.

@

4. Click the OK button to close the confirmation window.

3310-12 File Name

e M- DSMANGLODON, SharedPath 3310- 124201404 264,3310_12- 200404 26-Cabrera_Hugo. docx
@ 3310-12420140426Y3310_12-20140426 “crain_kei th. docx

| j WAUWIN - DIRARGLODO \ SharedPath' 3310124201404 264 3310_12 - 201404 26 -Dabney_Mark. docx
| & | Vw3 v 3310-12 3310_12-201404 26 -Rants_Henry, docx |

5. Click aform’s Open button to view it.
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Select File > Print from the menu bar to display print controls.
Modify print options (e.g., select a different printer, adjust settings, etc.) as needed.
Click the Print button to print the document.

Select File > Close from the menu bar to close the document.

Click the tab's Close button to close the screen.

COx®~NS
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AXIS

from AcuSport

Range Management

This section contains procedures to set up, maintain, and review range, lane, and waiver information, range
products and rentals, and an assortment of useful statistical reports on range usage.
Range Information

Range Information includes the range's name, addresses, phone number, days and hours of operation,
number of lanes, session length, and reservation limits.

« Manage Range Information (see page 267)

Range Lane Information

Range Lane Information includes the lane's name, availability, reservation status, and last cleaning date.
« Manage Range Lanes (see page 269)

Range Products

Range Products are blocks of range time sold to customers wishing to access and use the range. Like a
standard product, a range product has a UPC and can be selected through the Product Search functions in
the Register application.

« Manage Range Use Products (see page 271)

Range Rentals
Range Rentals are firearms available for rent for use during a range session.

« Manage the Rental Firearm List (see page 274)
o View and Update the Current Rentals List (see page 275)

Waiver Information

Waiver Information includes the standard text on the electronic range waiver and the number of days for
which itis valid.

o SetUp and Editthe Range Waiver (see page 276)

Range Shooters Report

The Range Shooters Report displays the customers who have used the range and the number of visits for
each.

o View the Range Shooters Report (see page 277)

Reservation Statistics Report

The Reservation Statistics Report displays every range reservation and the details (customer, date, day, time,
and lane) for each.

o View the Reservation Statistics Report (see page 278)
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Lane Use Statistics Report

The Lane Statistics Report displays every lane use session and the details (date, day, lane, type, number of
shooters, and times) for each.

o View the Lane Use Statistics Report (see page 279)

Rental Firearm Statistics Report

The Rental Firearm Statistics Report displays every rental firearm and general information (log number,
manufacturer, model, serial number, gauge/caliber, dates of first and last use, and number of rounds fired) for
each. Clicking a firearm displays a record showing detailed information (renter name, date, and number of
rounds fired) for each time the firearm was rented.

o View the Rental Firearm Statistics Report (see page 280)
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Manage Range Information
Complete the following procedure to establish or update the range's name, addresses, phone number, days
and hours of operation, number of lanes, session length, and reservation limits.
Navigate to the Define/Edit Range screen.
1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu

1.

screen.

Range
Setup

e i
s e ssEly @

Define/Edit Range,

ACME Rarge

Enter/edit Range information on the screen.

Range Name

Enter the name of the range.

Address Enter the range's street address.

Phone Number Enter the range's phone number.

City Enter the range's city.

State Select the range's state from the drop-down.
Zip Code Enter the range's ZIP code.

Range Closed

Check a weekday's checkbox if the range is normally closed on that
day of the week.

Open Enter the range opening time (in 24 hour/military time) for each day the
range is open during a normal business week.
Close Enter the range closing time (in 24 hour/military time) for each day the

range is open during a normal business week.

Number of Lanes

Enter the range's total number of lanes.

Enter Lane Numbers That
Are Handicap Accessible

Enter the individual lane numbers of lanes (separated by commas)

that numbers that are handicap accessible are for the AXIS Nexus for
online range reservations.

Session Length in Minutes

Enter the duration (in minutes) of a standard range session.

Number of days
reservations can be made
in advance

Enter the maximum number of days before a range session that a
reservation for it may be made.

3. Click the Submit button to display a confirmation window.
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Range Information Updated

4. Click the OK button to close the confirmation window and the Define/Edit Range screen.
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Manage Range Lanes
Complete the following procedure to establish or update a lane's name, availability, reservation status, and
last cleaning date.

1. Navigate to the Range Lanes screen.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu
screen.

[rror e ——o— D o e P T R P S Ty
B8 B 833 o SiE——
e et e oy

idj

0]

Range
Lanes

2. Select Range > Range Lanes from the main menu to display the Range Lanes screen.
3. Complete the following procedures as needed to modify the list displayed on the screen:
e Use the scroll bar(s).
o Sortand Filter Onscreen Data (see page 40).

Range Lanes,

Lane ¥ Hame Open Reservable Last Cleaned
. ] March 10, 2014
| | pareh 10, 2014
March 10, 2014
| | h 10, 2014
¢ parch 10, 2014
| 10, 2014
v b Warch 10, 2014
| |
| |
| |

@ [ o

parch 10, 2014
march 10, 2014
0 {10 March 10, 2014
u 11
12 12

March 10, 2014
parch 10, 2014

2. Complete the following procedures as needed to modify lane information:

Edit a Lane Name 1. Double-click a lane’s Name field to select it.

Range Lanes,

] ]

N

Enter a name (up to 3 characters) in the field.
3. Pressthe Enter key to save the name.

BN

Activate (/ Deactivate) . Locate the lane to be activated (or deactivated) for use.

a Lane For Use

u "

2. Check the lane’s Open checkbox to mark it available for use.
(Uncheck the checkbox to mark the lane unavailable.)
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Activate (/Deactivate)
a Lane For
Reservations

1.

Locate the lane to be activated (or deactivated) for
reservations.

2. Check the lane’s Reservable checkbox to mark it available to
be reserved. (Uncheck the checkbox to mark the lane
unreservable.)

U pdate a Lane's 1. Locate the lane cleaning record to be updated.
Cleaning Record

2. Double-click alane’s Last Cleaned field to select it.

3. Enter the cleaning date (mm/dd/yyyy) or Select a Date (see
page 24) with the calendar button in the Last Cleaned field.

4. Presthe Tab key to save the date.

3. Click the tab's Close button to close the screen.
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Manage Range Use Products

Complete the following procedure to establish or update a range product (block of range time sold to a
customer wishing to access and use the range).

1. Navigate to the Range Use Products screen.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu

screen.
L e I N ™R =T = T
g E B Exreoe3 &
o ‘1:;:'."-"1.'"‘ — ": = ] [y (..;\‘
Range Lse
Products

2. Select Range > Range Use Products from the main menu to display the Range Use
Products screen.

Note: If needed, Sort and Filter Onscreen Data (see page 40).

$25.00

Create aRange Use o5 .5~ 2
PrOd uct e o i Range Use Pr. ts,

-

1. Click the Create New Range Use Product button to display
the Range Use Product window.

Range Use Product

Product Description: ‘ !

Short Description: !

Product UPC: 600000000007
Primary Shooter Product: 0

Range Type: [ =]

Price:  $0.00

Product Image: _

- Submit

2. Continue with the procedure below.
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Edit a Range Use
Product

1. Click a product’s Edit button to display its Range Use
Product window.

Range Use Product

Product Description: |Primary
Short Description: Primary
Product UPC: 600000000000
Primary Shooter Product:
Range Type:

Price: $9.95

Product Image: _

2. Continue with the procedure below.

Delete a Range Use
Product

1. Click a product’s Delete button to display a deletion
confirmation window.

Are you sure you want to delete this range use product?

2. Click the Yes button to remove the product from the Range
Use Product window.

Enter/edit the product description in the Product Description field.

Enter/edit the concise product description in the Short Description field.
If needed, modify the autofilled value in the Product UPC field.

If this is a primary shooter product, check the Primary Shooter Product checkbox.

o gk w

Note: A primary shooter product (checked box) can be assigned to a range lane by itself. A secondary
shooter product (unchecked box) can be assigned only if a primary shooter is already on the lane.

7. Selectarange type from the Range Type drop-down field.

Note: A customer will be allowed to rent only the selected type of firearm when purchasing this
product.

8. Enter/edit the price to charge for this product in the Price field.
9. Donotclick the Select Image button as it has been deactivated in this window.

Note: To add a Product Image, complete the remainder of this procedure to create this range use
product. Then complete the procedure to select the range use product and add a product image.
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10. Click the Submit button to display the new/modified product on the Range Use Products screen.
11. Click the tab's Close button to close the screen.
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Manage the Rental Firearm List

Complete the following procedure to establish or update the list of firearms available for rent for use during a
range session.
1. Navigate to the Rental Control screen.
1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu
screen.

Rental
Control

2. Select Range > Rental Control from the main menu to display the Rental Control screen.
Note: If needed, Sort and Filter Onscreen Data (see page 40).

# Log Number . Manulacturer Model Serial Number Barrel Langth Girage/Cakbor Rental . Renaal Cost

1| Temt "
1jcouT COLT ABC ALO0 10,0000 50 Cal =5 $15.00

3| Test nest 502 90000 9 = 510,00

Add a Firearm to the
Rental Firearm List

1. Check a firearm’s Rental checkbox to add it to the list of rental
firearms.

Rental Control

2. Enter the price to rent the firearm in the firearm’s Rental Cost
field.
3. Clickthe tab's Close button to close the screen.

Remove a Firearm
from the Rental
Firearm List

1. Uncheck a firearm’s Rental checkbox to remove it from the list
of rental firearms.

2. Click the tab's Close button to close the screen.
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View and Update the Current Rentals List

Complete the following procedure to review or update the list of firearms currently rented to range users.
1. Navigate to the Current Rentals screen.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu
screen.

e e e e e
B E 8 023 .

=== sy -, | =

by e Wl e

Curment
Rentats |

2. Select Range > Current Rentals from the main menu to display the Current Rentals screen.
Note: If needed, Sort and Filter Onscreen Data (see page 40).

Current Rentals, o

# Log Number . Manutacturer < Model - Serial Numbss  Barel Length . Gauge/Caliber - Rental Cost
3 Test test 502 90000 %

Last Name . First Name . Checked Out
$1000| Theisen Mike 1072004 905 AM | Clear
1jcour COLT ABC| AL00 10.0000 50 Cal $15.00 | Theisen Mike 31072014 MAM: Clear

Remove a Record
from the Current

Current Rentals

Rentals List e e e e e e

[T TR e

1. Click arental record's Clear button to gray out the button.

2. Click the Refresh button to remove the rental record from the
screen.

3. Click the tab's Close button to close the screen.
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Set Up and Edit the Range Waiver

Complete the following procedure to establish or update the standard text on the electronic range waiver and
the number of days for which it is valid.

1. Navigate to the Range Waiver screen.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu
screen.

- .g l.j..u_uu.; -.“. [ ......»...‘.;.,_- Vi Ut o Wl iy iy o by A WemOam fas
F:’_. p— " .' | | ﬁ

Wanver

Setup

2. Select Range > Waiver Setup from the main menu to display the Range Waiver screen.
Note: If needed, Sort and Filter Onscreen Data (see page 40).

o

2. Enter/edit textin the Header, Main Text, and Footer fields.

Note: Variable commands <<name>> and <<date>> may be used in the text fields. When the range
waiver displays, it will replace <<name>> with the customer's name and <<date>> with the actual
date.

3. Enter/edit the value in the Number of days before this waiver needs to be resigned field. (Ifa
waiver is only good for one day, set the value to zero (0) days.)

4. Click the Submit button to display an update confirmation window.

5. Click the OK button to close the confirmation window.
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View the Range Shooters Report

Complete the following procedure to view a report showing customers who have used the range and the
number of visits for each.

1. Navigate to the Range Shooters screen.
1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu

screen.
B e e e = T S — [ e
8.8 08 82 3 .8
= = |5 u i~
Range
Shooters

2. Select Range > Range Shooters from the main menu to display the Range Shooters screen.
Note: If needed, Sort and Filter Onscreen Data (see page 40).

s Remeng  Bapom  WedOwen  Seg

Range Shooters ]

# First Name LastName Address City State Tp Visits.
Nick Acdams PO Box 7854 % Coud MH 56304
hazel Motes. 98772 Blood Road ST CLouD N 56303 1

View a Range
Shooter's Detail
Record

1. Click a shooter's name to display his/her Shooter Detail
window.

Shooter Detail
Visits
# Range Start Time Range Stop Time
2014 jun 10 0304 | 2004 s 50 0306

2004 Jun 10 0307 | 2014 Jun 100307
2014 Jun 30 0926 2014 o 200928

Firearms Used

# DateUsed . Marsslactures Model Gaage / Caliber . SM Acticns Rnands
2014 hun 30 | COLT COLT X¥Z Pmm 109 PISTOL

W04 20 | Test et Jas omizi mstol o

2. Click the OK button to close the Shooter Detail window.
3. Click the tab's Close button to close the screen.
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View the Reservation Statistics Report

Complete the following procedure to view a report showing range reservations and the details (customer,
date, day, time, and lane) for each.

1. Navigate to the Range Reservations Statistics screen.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu
screen.

T T S O g S e T e g [T 5%
- \
= - — 1Y & a3 @

| B E= =

Statistics

2. Select Range > Reservation Statistics from the main menu to display the Range
Reservations Statistics screen.

3. Enter starting and ending dates in the Date Range fields and press the Submit key to display
results from that time frame.

Note: If needed, Sort and Filter Onscreen Data (see page 40).

204 Mar 10 |Monday | Theisen M 1700 1
AMAr10 [Mondey |Thesen ke 1o =
004 Jun 20 | Friday | Mates ] Hazed { 1100 | 10
2004 Jun 26 | Thursday | Zuckerman Nathan 1200 L]

2. Click the tab's Close button to close the screen.
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View the Lane Use Statistics Report
Complete the following procedure to view a report showing select lane use sessions and the details (date,
day, lane, type, number of shooters, and times) for each.
1. Navigate to the Range Lane Use Statistics screen.
1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu

screen.
P P e W e ey ey o
Sl T a8 &8 @
Lane
Statibcs

2. Select Range > Lane Statistics from the main menu to display the Range Lane Use
Statistics screen.

3. Enter starting and ending dates in the Date Range fields and press the Submit key to display
results from that time frame.

Note: If needed, Sort and Filter Onscreen Data (see page 40).

B E 8 Bx3xececld e
s Meaabon feetn P Rage | fertil et bage  Rarge Wi Rarge Use
Wt e e S ok Remgh | Seip  ldr S Podem
Tane Sintin [y
......
Range Lane Use Statistics, 2]
# Date Day Lane Hour Lare Type Checked In On Lane Off Lare Checked Cut In Seore Wait Tirse On Range Delay Shoaters.
2014 jun 10| Tuesday 1500 2 ped 0300 M 0301 P 0307 M 0307 PM 7 1 5 o 1
_ k4 dun 10 | Tuesday 1500 4| Piscl 0304 PM 0304 PR 0206 P 03:06 PM 2 L} i ol 1
2014 Jun 10 | Tuesday 1500 7 | Pistod Q307 PM Q307 PM 0307 PM 03:07 PM a a 0 o 1
2004 hun 20 | Friday | 0900 3| Rifle 025 AM D926AM | OFIEAM | 03DEAM (-] o] o) ] 1
Average = 235 Average = 0.25 Average = L50 Aversge = 000 Average = 100

2. Click the tab's Close button to close the screen.
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View the Rental Firearm Statistics Report

Complete the following procedure to view a report showing rental firearms, general information (log number,
manufacturer, model, serial number, gauge/caliber, dates of first and last use, and number of rounds fired) for
each, and detail information (renter name, date, and number of rounds fired) for each time a firearm was
rented.

1. Navigate to the Rental Firearm Statistics screen.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu
screen.

R R -
@ B[ o——=ae 2 e
—-l ".:v,’.'!"v';:"' — t e ok v o

Rental Firearm
Statistics

2. Select Range > Rental Firearm Statistics from the main menu to display the Rental Firearm
Statistics screen.

Note: If needed, Sort and Filter Onscreen Data (see page 40).

2. Complete the following procedure as needed to view a firearm's detail record:

View a Firearm's
Detail Record

1. Click a firearm to display its Rental Firearm Statistics Detail
window.

Rental Firearm Statistics Detail
£ Last Name First Name Date Rented Rounds Fired

Adaems Nick 2004 Jun 20 10
Motes Harel 2014 Jun 20 i

2. Click the OK button to close the Rental Firearm Statistics
Detail window.

3. Click the tab's Close button to close the screen.
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AXIS

from AcuSport

Facilities Management

This section contains procedures to set up, maintain, and review facilities (classrooms, multipurpose rooms,
lounges, etc.) and to manage reservations for those facilities.

« Maintain a Facility (see page 282)

« Manage Facility Reservations (see page 284)
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Maintain a Facility

1. Navigate to the Facility Maintenance screen.
1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu

screen.

T T T T TR T

2. Select Facilities > Facility Maintenance from the main menu to display the Facility
Maintenance screen.

Facility Maintenance,,

g W Classroom A
2 | |Classroom B
3 W Mesting Room west

2. Complete the following procedures as appropriate to maintain facilities:

Add a Facility

1. Clickthe New Facility button to display the Define/Edit
Facility window.

Define/Edit Facility

Facility Name: ‘

- Submit

2. Enter the name for the facility in the Facility Name field.
3. Click the Submit button to add the new facility to the Facility
Maintenance screen.
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Edit a Facility

Facility Maintenance,,
o Faity

1. Click a facility's Edit button to display its Define/Edit Facility
window.

Define/Edit Facility

Facility Name -Clmuam A

2. Editthe facility name in the Facility Name field.

3. Click the Submit button to update the facility on the Facility
Maintenance screen.

Delete a Work Order

Facility Maintenance,,
o Faity

1. Click a facility's Delete button to display a deletion
confirmation window.

Are you sure you want to delete this Facility?

2. Click the Yes button to remove the class from the Facility
Maintenance screen.

3. Click the tab's Close button to close the screen.
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Manage Facility Reservations

1. Navigate to the Facility Usage screen.
1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu

screen.

Facility Usagev. (-]
— iy Fa "
e T 2 tions for Tue D6/24/2014
Facility Date Start Time End Time Use
* M [Classroom A Tue 06/24/2014 03: 004 05 00w Cow Class
= | Reservations in the next B day
— Facility Date Start Time End Time [

B |[Classroom A Tue 06/24/2014 03: 004 05: 00 oW Class

2. Complete the following procedures as needed to display reservations for a specific facility, date, and/or
time frame:
« Todisplay only reservations for a specific facility, complete the following procedure:
1. Check the Limit by facility checkbox.
2. Select the facility from the Limit by facility drop-down menu.
o Todisplay only reservations for a specific date, Select a Date (see page 24) on the calendar.
« Todisplay only reservations for a specific time frame, enter the desired number of days in the
Reservations in the next __ days field.
3. Ifneeded, Sort and Filter Onscreen Data (see page 40).

4. Complete the following procedures as appropriate to manage facility reservations:

Reserve a Facility

1. Clickthe New Reservation button to display the Reserve
Facility window.

Reserve Facility

4 e b Date Start Time End Time Use

2. Continue with the procedure below.
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Edit a Facility
Reservation | Eie

1. Click the reservation's Edit button to display its Reserve
Facility window.

Reserve Facility
ty Mame: |Clswsom &
s COWClass
e b Date Start Time End Time use

B T T e

2. Continue with the procedure below.

Cancel a Facility
Reservation - o

1. Click the reservation's Delete button to display a deletion
confirmation window.

Are you sure you want to delete this Facility Reservation?

2. Click the Yes button to remove the reservation from the
Facility Usage screen.

5. Enter/edit Facility Reservation information in the window.
Note: Required fields and settings are displayed with red borders.

Facility Name Select the facility to be reserved.

Facility Use Enter the purpose of the reservation (meeting, training, class, etc.).
Choose Date Select a Date (see page 24) for the reservation.

Start Time Enter the starting time for the reservation.

End Time Enter the ending time for the reservation.

6. Click the Submit button.

Note: If any date/time combinations conflict with an existing reservation for the same facility, the
Submit button will remain grayed out.

7. Click the tab's Close button to close the screen.
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AXIS

from AcuSport

Membership Management

This section contains procedures to set up, edit, and maintain memberships, associated incentives, member
lists, billing functions, and histories for individual customers.
Membership Information

Membership Information includes the membership's name, terms, prices, discounts, and billing and expiration
dates.

o Define a Membership (see page 288)

Membership Incentives

Membership Incentives are member-only discounts (either percentages or dollar amounts) on selected
products. Incentives may be applied to individual products or to all products having a particular
attribute/descriptor combination.

o Define a Membership Incentive (see page 292)

Member Lists

Member Lists display all current membership members and the details (name, ID, address, and birth date) for
each. Clicking a member displays a record showing associated group members (if applicable) and the details
for each.

« Manage a Membership Member List (see page 298)

o View the Member List for All Memberships (see page 303)

Recurring Billing Functions

Recurring Billing Functions provide the ability to collect regular, ongoing membership fees through credit card
charges.

« Manage a Member's Recurring Billing Information (see page 304)

« Manage Recurring Payments (see page 307)

o View Processed Payments (see page 311)

o View Denied Payments (see page 312)

Member Histories
Member Histories provide a record of a customer's memberships and associated dates.
o View and Update a Customer’s Memberships (see page 138)
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Define a Membership
Complete the following procedure to establish or update a membership's name, terms, prices, discounts, and
billing and expiration dates.

1. Navigate to the Memberships screen.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu
screen.

T T T T T T T T T T T TR

Define
Memberthps

2. Select Memberships > Define Memberships from the main menu to display the
Memberships screen.

S WAy P ClMwmpemet  feceg  Bwhomg  fage  faeeg e eiOuen s

Memberships,

Gold Chib

B et e e o

2. Complete the following procedures as needed to manage memberships:
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Create a New
Membership

Memberships,

1. Click the Add button to display a new membership name
window.

Please enter new membership name

Membership: ||

2. Enter the name of the membership in the Membership field.

3. Click the OK button to add the membership to the
Membership Name list and display its Define/Edit
Membership section.

4. Continue with the procedure below.

Edit a Membership

Memberships,

1. Click a membership in the Membership Name list to display
its Define/Edit Membership section.

2. Continue with the procedure below.
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Delete a Membership ==

Memberships,

1. Click a membership in the Membership Name list to display
its Define/Edit Membership section.

b i w T e R oot v 18

2. Click the Delete button to display a deletion confirmation
window.

Are you sure you want to remove this membership?

3. Click the Yes button to remove the membership from the
Membership Name list.

3. Enter/edit Membership information in the Define/Edit Membership section.
Note: Required fields and settings are displayed with red borders.

Membership Name

Edit the membership name as needed.

Membership Terms

Enter the membership's terms. The terms entered can serve as a
description.

Price

Enter the membership's initial price.

If a price is entered, this amount will be charged when the membership
is purchased through the Register application.

If no price is entered (or the price is set to zero), a member may be
added through the Data Center application without an initial
transaction.

Recurring Monthly Price

Enter the price to be automatically charged to the member's credit card
on a monthly basis.

If a recurring price is entered, the system will prompt for credit card
information when a membership is purchased through the Register
application and allow the operator to modify the recurring billing date if
needed.
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Additional Family Enter the number of group/family members that may be added to a
Members Allowed member's membership.
Length of Membership Enter the membership's length in months.
If a never-ending membership is desired, enter "9999" in the field.
No Expiration Check the checkbox to have no expiration for the membership.
Contract Expiration Enter the membership's contract expiration in months.
Billing Start Date Enter the maximum number of days that can occur between a
member's initial join date and the first billing date.
Class Discount Check to add a percentage discount on classes.
Percentage Discount Enter the percentage discount in decimal form (e.g., .25).
Range Rental Discount Check to add a percentage discount on range firearm rentals.
Percentage Discount Enter the percentage discount in decimal form (e.g., .25).

4. Click the Submitbutton to display a save confirmation window.
x|

Membership informaticn has been saved.

5. Click the OK button to close the window.
6. Complete the following procedures as needed:

o Define a Membership Incentive (see page 292)

Note: A membership incentive is a member-only discount (either a percentage or dollar amount)
on selected products. An incentive may be applied to individual products or to all products having
a particular attribute/descriptor combination.

« Manage a Membership Member List (see page 298)

Note: A member list displays all current members of a membership and the details (name, ID,
address, and birth date) for each.

7. Click the tab's Close button to close the screen.
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Define a Membership Incentive

Complete the following procedure to establish or update a members-only discount (either a percentage or a
dollar amount) on selected products. An incentive discount may be applied to individually selected products or

to all products having a specified attribute/descriptor combination.
1. Navigate to the Memberships screen.

1. Log Into the Data Center Application (see page 16) to display the Data Center Main Menu

screen.
—_——
i A i_ & @0
b= Y
Define
Memberships

2. Select Memberships > Define Memberships from the main menu to display the
Memberships screen.

T s v —
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Memberships,

Membership Name
Patricl (Aanual)

Y ——

@ 4@ & & 4 &

Bpvirg et Botrens
[+ Fapmen

Dien e [ ™
Mot [™ Frmerts  Dureshy
Usmtiaritop Martararce Wsetseritop Experting ISP I——
Mg Wartamance

Memberships

Membership Name Count

Del

Define/Edit Membership

Patriof {Annual) ) i
er::r( :mm::ﬂ 0 | Memt T Gold Club al familly members allowed 3 Billing Start Date
Patriof (Monthlvl 4 Ny
Platoan (Corp&Famih] 4 “Preforred Customer” membership available free with any $50 purchase.
Platinum Plus 71 || Membershiy
—3
Pri $0.00 # No
R [ $0.00 t Ex Tt

Membership Incentives

pescription Percentage Discount Dollar Discount
» [L0% Incentive 30,00
@ gros . o
Member List
Last Name First Name Middle Name D Primary Address Birth Date
Adams Nk 515
Malos Hazol im 4036 [BaTT2 Blood Foad |nm 10, 1670

3. Complete the following procedures as needed to manage the membership's incentives:
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Create a New .‘ s s a8
Incentive T — e

Defrse/1dit Mambarship

2Ry A S | g Saen Dt

1. Click the Add button in the Membership Incentives section
to display the Add Membership Incentive window.

Add Membership Incentive

Description: |

Discount Type: [Percentage -

Percentage Discount: \C\
WESREEN oo

2. Continue with the procedure below.
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Edit an Incentive 1. Click anincentive in the Membership Incentives section to
display its details record.

2. Click the Edit button to display the incentive's Edit
Membership Incentive window.

Edit Membership Incentive

Description: |10% Incentive

Discount Type: IPercentage ']

Percentage Discount:
| Cancel  Submit

3. Continue with the procedure below.

Delete an Incentive

Memberships,

Defrse/1dit Mambarship

[ add X N | g Saen Dt

rercentage Oiscoust Dol lar oi

1. Click anincentive’s Delete button to display a deletion
confirmation window.

Are you sure you want to remove this membership incentive?

2. Click the Yes button to remove the incentive from the list.

4. Enter/edit Membership Incentive information in the window.

Description Enter a descriptive name for the incentive.
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Discount Type Select the type of discount (Percentage or Dollar Amount) from the
drop-down.

Percentage Discount / Enter the incentive discount (percentage or dollar amount).

Dollar Discount

5. Click the Submit button to display a save confirmation window.

Are you sure you want to save percentage membership incentive?

6. Clickthe Yes button to close the window and add/update the incentive on the list of Membership

Incentives.
7. Click the incentive to display its details record, including lists of associated products and
attribute/descriptor combinations.

Memberships,

Dufins 1t Morsbamihi

8. Complete the following procedures as needed to manage the products/categories associated with the
membership incentive:
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Add a Product to an
Incentive

Memberships,

L —

. Click the Add Products button to display the Product

Search window.

Select One or More Products (see page 28) to be added to the
category.

Click the Select button to close the window and add the
product(s) to the list.

. Continue with the procedure below.

Remove a Product
from an Incentive

Memberships,

Dufins 1t Morsbamihi
kd s A X " | g Saen Dt

Prabierodl Cumiorsst” arrioweig smalitie v with sy 550 prrchice.

1.
2. Continue with the procedure below.

Click a product's Delete button to remove it from the list.
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Add an

Attribute/Descriptor [

Combination to an
Incentive

Memberships,

L —

1.

Click the Add Attr/Desc button to display the Select
Attribute/Descriptor window.

Select Attribute/Descriptor

Attribute: | -

Descriptor: -

Select an attribute from the Attribute drop-down field.
Select a descriptor from the Descriptor drop-down field.

Click the Submit button to close the window and add the
attribute and descriptor to the list.
Continue with the procedure below.

Remove an

Attribute/Descriptor [—

Combination from
an Incentive

Memberships,

Dufins 1t Morsbamihi

1.

2.

Click an attribute/descriptor combination's Delete button to
remove it from the list.

Continue with the procedure below.

9. Double-click the details record to close it.

10. Click the tab's Close button to close the screen.
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Manage a Membership Member List

Complete the following procedure to add or remove a membership's members and group/family members (if

applicable).
1. Navigate to the Memberships screen.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu

screen.

Memberthips

2. Select Memberships > Define Memberships from the main menu to display the
Memberships screen.

Y - -
Morowtng  Cuomerddmn  ldcren  fackte  fresws  Gummiteg ety Misgeess  Vocoehcr | Mty Pwsowel  POllwagees  ficeg  Puthong  fege  facssg  Rapoms ek O

8 & & » @0

Dokt M Sacmeg bemts _Foscens
bt Lt L Fagmen

g

Pupmertz  Dumain

Memberships

Membership Name
Patriol (Annual)
Fiebel [Annual]
Patriot (Monihly
Platoon (Corp:
Platinum Plus

Gald Chib

- . - .
Scipnng  Cutomarddmn  ldwnon  fucktes  feesws  ummiteg  estoyMasgeess  Veroenr  Muie sl SClMaapement g Pucwing  fangs  faoesrg  Gaporm  WorkOuen St
Defen [Pl Recuieg bember  Pocew L Lt
Memsarbips [ i Fopmerts Faments  Dunaiy
Mt Wastaran
Mernbersh!EJS‘ 3
Membership Name Count Define/Edit Membership
Pairiof (Annuall i
Fiebel [Annual]_ T || Memborship Namae Gokd Chub Additional family members allowod
Patriod (Monthivl 4
Platoon [Carp&Famify] 4] “Preforred Customer™ membership available free with any $50 purchase
Platinum Plus T || Memt F
i nth
Price $0.00
F I $0.00 E I
Membership Incentives
Del pescription Percentage Discount Dollar Discount
» 0% incentive 0,10 30,00
n incertive group 1o view and add product  Add Edit
Last Name First Name Middle Name D Primary Address Birth Date
Nk 515
Malos [Hazol it&ﬂ 4038 INWMM |nmwn1m

3. Complete the following procedures as needed manage the membership list:

298 - Membership Management AXIS™ Retail Management System



Add a New Member Note: This procedure adds an existing customer to a membership.
To add a new customer to the membership, create a database
record for the new customer and then return to this procedure and
add the now-existing customer as a member. Refer to Set Up and
Maintain a Customer Record (see page 114) for more information.

Memberships,

1. Click the Add Members button in the Member List section to
display the Customer Look-up window.
Note: If this button is grayed out, a new member cannot be
added to this membership through Data Center, but one may
be added as a transaction through the Register application.

2. If needed, complete either of these procedures to display only
matching results on the Customer Look-up window:
o Enter the customer's phone number in the Phone field.
o Enter all or part of the customer’s last name in the Last
Name field and press the Enter key.
3. Double-click a customer name to add the customer as a
member in the Member List section.
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Remove a Member

Memberships,

Defrse/1dit Mambarship
[T A S | g Saen Dt

Frosersed Cumhormee rarrisersogs nemlabie I mets sy 552 rthure

el DesCriprion Fercentage Oiscowt Dol lar Discowt)
. a0 ]

1. Click a member name in the Member List section to display
the member’s details record.

Membntug Inentivn

2. Click the Delete button to display a deletion confirmation
window.

Are you sure you want to remove Hazel Motes from this membership?

All Family members will be removed.

3. Click the Yes button to remove the member from the Member
List section.
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Add a Grou p/Family Note: This procedure adds an existing customer to a group

Member

membership. To add a new customer to the group membership,
create a database record for the new customer and then return to
this procedure and add the now-existing customer as a group
member. Refer to Set Up and Maintain a Customer Record (see

page 114) for more information.

1.

Click a member name in the Member List section to display
the member’s details record.

. Click the Add Family Member button to display the

Customer Look-up window.

Note: If this button is grayed out, this membership does not
offer a group membership option.

If needed, complete either of these procedures to display only
matching results on the Customer Look-up window:
o Enter the customer's phone number in the Phone field.
« Enterall or part of the customer’s last name in the Last
Name field and press the Enter key.
Double-click a customer name to add the customer as a group
member in the member’s Additional Members list.

Double-click the details record to close it.
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Remove a a & s 548
Group/Family o i
Member e

2Ry A S | g Saen Dt

Frosersed Cumhormee rarrisersogs nemlabie I mets sy 552 rthure

o
Mambarsbo Icermess
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a0 ]

1. Click a member name in the Member List section to display
the member’s details record.

Membntug Inentivn

2. Locate the group member to be deleted in the Additional
Members list.

3. Click the group member's Delete button to remove the group
member from the Additional Members list.

4. Click the tab's Close button to close the screen.
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View the Member List for All Memberships

1. Navigate to the Member List screen.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu
screen.

| Ny e ————
———

) S =

e ..__-..g -

Member

List

T Ty —T T — e e— )

2. Select Memberships > Member List from the main menu to display the Member List screen.
Note: If needed, Sort and Filter Onscreen Data (see page 40).

TS - p— —
g Hﬂ l«\-":'llr-ot &» L g
e ™ Lat Fapmerts  Payments  Dwmaaiy
M=t Ragort
Member List, 2]

# Membership Name . Last Name .. First Name .. Addeess oy . State , Zip -~ Country Phane Start Date .. Expiration . Member Card ID . Preferred Emal
Gold Chab Adams | Nick 0040um23 | Unkmited 101701005015
Gold Club Motes Jerry 112 Main Street St Clowd MN 56303 | UNITED STATES | 515254512 2014 Jun 24 Urdmited 101701005012 |
‘Patriot (Anewal)  Adams | Nick | PO Box 7854 |staoup [ [sesal 286812ns | amsoaos  [101701008005  ac nailcom|
Fatriot (Annual) Schiegel | Margaret | 2678 Min Ave N StCloud | MM | 56303 | UNITED STATES| 3207748633 2013 Nov 26 2014 Nov 26 | 101701004092 | mattress@arsscom |
(Patrict (Monthly)  Bames Jake | 833 Survise B [StCloud MM 56301 UNITED STATES 3208284571  2013Sepd7 | 2680Mar27  |101701004058 sccoumi@uaesscom |
Patriot (Monthly) Caulfiedd Holden 572 Salinger Road Sauk Rapsds | MM 56379 UNITED STATES | BOS41559436 2013 Sep 27 2546 Dec 27 101701004007 jfs@arss com
T e e e e e
Patriot (Monthiy) Milne: Bim . l MN 56303 UNITED STATES 2014 Jan 10 3680 Mar 27 101701005011 |
[Pusoum s [ccrwe  [hugudtis [9083 lonesome Ove [Bunerd [WN [ 56709 UNITED STATES [2100875548] 14Jan10 | Unkeed 161701004048 [ier@urscon
Platinum Phus Meursmlt | Albest 6780 Stranger Street  StPaul | MM | 55707 UNITED STATES 6126365477 2014 Jan 10 Unfimited 101701004057 ' noarsscom |
Platsrum Plas Mine I | PO Box 889X _Sanel MM 56377 UNITED STATES 3204487311 20M4Jan10 | Unkimited 101701004100 | crouch@arss.com
Platinum Plis Moriaty Dean PO Box 26401 Fasgo ND 64754 UNITED STATES | 7018489575 J0E4 Jan 10 Urdirréted 101701004067 shark@arss com
{Platioum Py [ Motes {Hazel [sor720c0dpoad  [sTcloun [wm  [sesos/unmeostateseszesesars|  joishnio | Uimaed 101701004035 | lackaesicom |
Platinum Plus Motes serry 112 Main Street StCloud  |MN | 56303 | UNITED STATES| 5152524512 2014 Jan 14 Urfimited 101701005012 |
| Platinum Pl Thiage  Yuri (235 MEnSESuite # 77 StClowd | MN | 56303 UNITED STATES | 3208284811 20040end4 | Unkeated 101701004089 rifle@anicom |
Platoon {Corp&Family) | Barmnes Jake 893 Survise Bhvd 5t Clowd MM 56301 UNITED STATES | 3208284571 2013 Dct 28 2014 Oct 28 101701004058 ACCoUNTEParss.com |
Fraoon (CorpaFamby[Bunes |0 | ! [T Tomteosvares| [ mnes | misoaz |wowosmo | I
Plataon {CarphFamily). Barnes willis 893 Survise Bhvd Stcloud  |MM | 56301 UNITED STATES| 3204457172| 2013 Oct 28 20140128 | 101701005000 | willdance@yshoo.com |
Platoce (Corp&Family) Motes | Hazsl | 98772 Blood Rload |STCLOUD |MN 56303 | | MM4kn17 | 15Ma17 100701004036 |

2. Click the tab's Close button to close the screen.
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Manage a Member's Recurring Billing Information

Complete the following procedure to update billing information or renew a membership for a member of a
membership with recurring billing.
1. Navigate to the Recurring Membership Status screen.
1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu
screen.

| TR
=SS @

Recurting Member
List

BT — — e T T

2. Select Memberships > Recurring Member List from the main menu to display the Recurring
Membership Status screen.
Note: If needed, Sort and Filter Onscreen Data (see page 40).

o Mubimy  Pwsersl  RClMwagewt  fecrg  Pwthong  Rege  faceerg  Raporn  WorkOwen s

Recurring Membership Status

P Ams Acct Balance Member Caed ID -+ Last Four

+ Membership Name - Last Name -« Fiest Name - Recurving Stant Last Payment  + Due Date
S000 10M70I005007 | 3482

® GoldChb Love Krdn 2014 Aug 15 2014 Aug 15 2014 Aug 16 51000

2. Complete the following procedures as needed to manage billing information for a member of a
membership with recurring billing:
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Edit a Member's
Billing Information

1. Click the member’s Edit button to display the Credit Card
Information window.

Credit Card Information

First Name: | Kevin

Middle Initial: Ij
Last Name: Love‘
Credit card number:
Expiration Date:
Billing Address: |1309 19th StS
Billing State: Billing Zip:
 submit
| Cancel Renew Membership

2. Edit Credit Card information in the window.
Note: Required fields and settings are displayed with red

borders.

First Name Enter the card holder's first name as it
appears on the card.

Middle Initial Enter the card holder's middle initial as it
appears on the card.

Last Name Enter the card holder's last name as it
appears on the card.

Credit card Enter the credit card number.

number

Expiration Date |Enter the card's expiration date.

Billing Address |Enter the street address for the card
holder's billing address.

Billing City Enter the city for the card holder's billing

address.

Billing State Enter the state for the card holder's billing
address.

Billing Zip Enter the ZIP code for the card holder's

billing address.
3. Click the Submit button to save credit card information.
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Renew a Member's
Membership

Recurring Membership Status,

pn

1. Click the member’s Edit button to display the Credit Card
Information window.

Credit Card Information
First Name: ‘Kevin
Middle Initial: E
Last Name: Lovel
Credit card number:
Expiration Date:
Billing Address: ‘1309 19th St S
Billing State: Billing Zip:

- submit

| Cancel Renew Membership

2. Clickthe Renew Membership button to display the Renew
Membership window.

Renew Membership
Membership Renewal Infarmation
Member Name: Jake Barnes
Membership: Patriot (Monthly)
Member Card ID: 101701004058
Start 9/27/2013
Expiration Date 3/27/3880
End: 6/27/4513
| Cancel | Renew Membership

3. Clickthe Renew Membership button to display a renewal
confirmation window.

IS

Membership was Renewed Successfully!

—

4. Click the OK button to close the confirmation window.
5. Click the Submit button to close the Credit Card
Information window.

3. Clickthe tab's Close button to close the screen.
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Manage Recurring Payments

Complete the following procedure to process or update information for recurring payments.
1. Navigate to the Process Membership Payments screen.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu
screen.

B

Process
Payments

2. Select Memberships > Process Payments from the main menu to display the Process
Membership Payments screen.

Note: If needed, Sort and Filter Onscreen Data (see page 40).

i MM Pwoeed  SCilaapemet  forg  wwing  fage  faerg  lapm  WeiOuen  bes

& 2

Dien
Mot -
Uemtaritep Massanance Wriseriteg Sxpertong

oo Merseihg Paymerts

Process Membership Payments_

41 Sedect | Membership Name  Last Mame - First Mame - Recurring Start Date = Last Payment Due Date + Pt Amt Tax Pary Monithly Fee | Acct Balance Pay Account Balance  Status
.Pnrhm [Monithdy) Bamnes Jake 2013 Sep 27 2013 Sep 27 004 Mar 13 $125.00 $0.00 ¥ $0.00 &
Patrict (Monthly) | Cakield | Holden 2013 Sep 27 2003 5ep 27 2013 0ct 15 $12500]_$a00 ¥ sa0
Patsict [Meethly) | Efison [Raiph | ai3separ | muisep7 | 0135ep2s | 513500 3000 # | sa00 4

2. Complete the following procedures as needed to manage recurring payments:
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Process a Payment Note: This procedure may be used to process a payment for a single
member or to process multiple payments for multiple members.

Process Membership Payments,

1. Complete the following procedures as needed to select one or
more members for payment processing:

o Check a member’s Select checkbox to select the
member.

« Uncheck a member’s Select checkbox to deselect the
member.

« Click the Select All button to select all members for
processing.

o Click the Clear All button to deselect all members for
processing.

2. Ifneeded, check a member’s Pay Monthly Fee checkbox to
include the monthly membership fee in the payment.
(Uncheck the checkbox to process a payment without this
amount.)

3. If needed, check a member’s Acct Balance checkbox to
include the balance of the customer’s house account in the
payment. (Uncheck the checkbox to process a payment
without this amount.)

4. Click the Submit button to display a Completed confirmation
note above the Clear All and Select All buttons.
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Modify Payment
Information

Note: This procedure may be used to modify payment date and
amount for a single member or to modify payment date for multiple
members.

1. Complete the following procedures as needed to select one or
more members for payment information modification:

o Check a member’s Select checkbox to select the
member.

o Uncheck a member’s Select checkbox to deselect the
member.

o Click the Select All button to select all members for
modification.

o Click the Clear All button to deselect all members for
modification.

2. Complete either of the following as appropriate:
» Ifasingle member was selected,

1. Click the Change Billing Date button to display
a Change Billing Date window with member-
specific information.

Change Billing Date

ount: (512500

Next billing

2. Ifneeded, enter a new due date in the Select a
new due date in the future field to change the
billing date.

3. Ifneeded, enter a new billing amount in the Next
billing amount field to change the billing
amount.

4. Click the Submit button to display a verification
window.

Changing the 'Next billing amount’ will override the prorating during
the last 30 days of this membership.
Are you sure you want to continue?
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o If multiple members were selected,
1. Click the Change Billing Date button to display
a Change Billing Date window identifying the
number of members selected and a date change
field.

Change Billing Date

You have selected 2 members to change the due date for

Select a new due date in the future: |538304 {5}

2. If needed, enter a new due date in the Select a
new due date in the future field to change the
billing date.

3. Click the Submit button to display a verification
window.

Changing the 'Next billing amount’ will override the prorating during
the last 30 days of this membership.
Are you sure you want to continue?

3. Click the tab's Close button to close the screen.
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View Processed Payments

Complete the following procedure to view a record of processed recurring payments.

1. Navigate to the Membership Payments screen.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu

screen.

| T e e e g e e e

6@ - &

= = sl @ |

List
Payments

2. Select Memberships > List Payments from the main menu to display the Membership
Payments screen.
3. Enter starting and ending dates in the Date Range fields to display results from that time frame.

Note: If needed, Sort and Filter Onscreen Data (see page 40).

Membership Payments,,

# Memberthip Name - Last Name = First Name  Payment Date Pret Amasnt Approval Code Lt Four

i MMt Pwoed  SCilMaapeme  forg  Pwcwing  fage  faweg  lapm  WeiOuen s

2. Click the tab's Close button to close the screen.
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View Denied Payments

Complete the following procedure to view a record of denied recurring payments.

1. Navigate to the Payment Charge Denials screen.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu

screen.

P e e e e e T e s T

8 8 8 3> @

List
Denials

2. Select Memberships > List Denials from the main menu to display the Payment Charge
Denials screen.
3. Enter starting and ending dates in the Date Range fields to display results from that time frame.

Note: If needed, Sort and Filter Onscreen Data (see page 40).

o Wntie ol FChMwmgewn  fong  Pwwwy  fage  feoeng  fapom  WwiOven e

Payment Charge Denials_

Last Four

At Subenimed

# Membarship Name + Last Name = First Hame ' Process Date Dendal Code

2. Click the tab's Close button to close the screen.
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AXIS

from AcuSport

Education Administration

This section contains procedures to set up, edit, and maintain educational classes and associated rosters of
participants.
Class Information

Class Information includes the class's title, description, date, time, location, cost, maximum number of
participants, and contact person details.

e SetUp and Edita Class (see page 314)

Class Roster Information

Class Roster Information includes the class information (title, description, date, time, location, cost, maximum
number of participants, and contact person) as well as personal information (nhame, address, phone, and
email) for each registered participant.

o View and Update a Class Roster (see page 317)
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Set Up and Edit a Class

Complete the following procedure to establish or update a class's title, description, date, time, location, cost,
maximum number of participants, and contact person details.

1. Navigate to the Class Maintenance screen.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu
screen.

e e R i == Ry e e —— T — e — T T

Class
Martenance

2. Select Education > Class Maintenance from the main menu to display the Class
Maintenance screen.

Class Maintenance

¥ o st clsmans

| Create New Class

# Delete - Eda & Clone = | Title + Date Teme Contact + Addeess "
o S @ cow | 2013 New 15 0400 bl Jobn Doe 123 Morth Street Sauk Rapids, MN 56377
- ¢ o [ 2018 101 0400 P [doheDoe 173 Worth et Sauk Rapids, W 56377
8 £ ¢ Conceal and Caery Weapon Pevmit| 2014 Jan 25 04:00 PM | loha Dce Street Sauk Rapids. 77
# O Concesland Carry Wespon Permit| 2004 jan 17 0400 PM [iohn Doe |13 North Sreet Sauk Rapic, M 56377
M " 0 Womens Basic Mandgun Course | 2014 Feb 17 0400 PM | Lyndsie Appeton | $40 Industrial Dr Sauk Rapics. MN 56387
B Womens Basic Handgun Course | 014 Jan 28 (400 PM | Lyncsie Appleton | MO lnchustril Dy Suuk Ragids, WM 56387
W " womens Basic Mardgun Course | 2014 Mar 04 0400 FM | Lynelsie Appleton 340 Industrial Dr Sauk Rapics. MM 56387
B O\ Womens Basic Handgun Course | 2014 Jul 07 04:00 PM | Lyndsle Appleton 940 industrial v Sauk Rapids, MN 56387
t Y Q Conceal and Carry Weapon Pesmit | 2014 Feb 12 0400 P | Jobn Doe. 123 North Street Sauk Rapids, MN 36377

2. Ifneeded, check the Show Past Classes checkbox to display all past and present classes.
3. Complete the following procedures as appropriate to manage classes:

Create a New Class

1. Click the Create New Class button to display the Define/Edit
Class window.

Define/Edit Class

[ 7 ]
|
- ——
] ccon a0
(Caneat |

2. Continue with the procedure below.
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Edit a Class

rrryrrrRy

Class Maintenance,

Click a class's Edit button to display its to display its
Define/Edit Class window.

Define/Edit Class
oW

Concwabid Carry Wieapon Permit - Dur Minesoti peimst 16 carry courie cowers. ol the
hardarmentals that & studert needs 1o ke 16 caery 5 pistol kot sell defense in Misresots

dohn Doe Phane Humber: |£52-556-455¢

123 North Street

Sauk Rapids State (MM Fostal Code: (56377
1115003 G| Class Time: [1600. =] baot Web Registration Date: | 1111472013 ]
arits: (20 Tass Cont: [§20.00

2. Continue with the procedure below.

Clone a Class

rrryrrrRy

Class Maintenance,

Click a class's Clone Class Information button to display a
completed Define/Edit Class window.

Define/Edit Class
oW

Concwabid Carry Wieapon Permit - Dur Minesoti peimst 16 carry courie cowers. ol the
hardarmentals that & studert needs 1o ke 16 caery 5 pistol kot sell defense in Misresots

dohn Doe Phane Humber: |£52-556-455¢

123 North Street

Sauk Rapids Stabe |MN= vostal Code: 56377
1115003 G| Class Time: [1600. =] baot Web Registration Date: | 1111472013 ]
arits: (20 Tass Cont: [§20.00

Continue with the procedure below.
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Delete a Class

Class Maintenance,

»
=
=
3
»
=
=
=

1. Click a product’s Delete button to display a deletion
confirmation window.

Are you sure you want to delete this Class?

2. Click the Yes button to remove the class from the list on the
Class Maintenance screen.

4. Enter/edit Class information in the window to reflect information for the appropriate class.
Note: Required fields and settings are displayed with red borders.

Class Title Enter the title of the class.
The Class Title will display on the Register screen.
Description Enter an extensive description of the class.

The Description will display on the Register screen when the Class
Title is clicked and may be used to explain the class to customers.

Contact Name

Enter the name of the contact person for the class.

Phone Number

Enter the contact person's phone number (XXX-XXX-XXXX).

Address Enter the class location's street address.

City Enter the class location's city.

State Select the 2-letter abbreviation of the class location's state.
Postal Code Enter the class location's ZIP code.

Google Map HTML

Enter the URL of the Google Map coordinates of the class's location.
(This information will be useful when future software developments
allow for online class registration.)

Class Date Enter the class's date (mm/dd/yyyy) or Select a Date (see page 24)
with the calendar button.
Class Time Select the class's start time (24-hour/military clock) from the drop-down

menu.

Last Web Registration
Date

Enter the last date for class registration (mm/dd/yyyy) or Select a Date
(see page 24) with the calendar button. (The system automatically
enters the day before the class's start date, but the date can be edited
to provide adequate lead time for the instructor.)

Max Participants

Enter the maximum number of participants that may enroll in the class.

Class Cost

Enter the cost for the class.

5. Click the Submit button to add/update the class on the Class Maintenance screen.
6. Click the tab's Close button to close the screen.
7. Ifneeded, Manage Facility Reservations (see page 284) (classroom, range, etc.) for the class.
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View and Update a Class Roster

Complete the following procedure to review, update, and utilize a class's roster of registered participants.

1. Navigate to the Class Rosters screen.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu

screen.

[ r———

T TR T TR T

¥ =

E‘.‘J

Class
FRosters

2. Select Education > Class Rosters from the main menu to display the Class Rosters screen.

.
tacrcn  fackoes  feemwa  Cummieg  imesoryMasgees  Membewhor Myt Pesensl PO Mamagememt  frcrg  Puchaung

Acipenng  Cunser dman

B A
Cam G
Rower Mastsmanca
Easation
Clam zsters
Class Rosters
e Htorsl Capors
Title Date / Time Instructor/Contact Max Attendees Seats Left
oW Friday, Novemnber 15, 2013 4:00 PM John Doe 20
cow | Wednesday, January 01 2014 400 PM | John Doe | 20|
Conceal and Carry Weagaon Permit Friday, lanuary 17. 2014 2:00 PM John Do E
Conceal and Carry Weapon Permit | Saturday, lanuary 25, 2014 400 PM | John Doe. | 0|
Womens Basic Handgun Course Tuesday, lanuary 28, 2014 4:00 FM Lyndsie Appleton 20
| Wednesday, February 12, 2014 4:00 M | John Doe | 0
Womens Basic Handgun Course Manday, February 17, 2014 4:00 PM Lyndsie Appleton 20
| Tuesday, March 04, 2004 4:00 FM | Lyndsis Apploton | nl
‘Womens Basic Handgun Course Manday, Juby 07, 2014 4:00 PM Lynidshe Appleton 20

fage  Gewerg  Mapom  WekOwen  eng

Location
17| 123 North Street Sauk Rapids, MN 56377
18| 123 North Streot Sauk Rapids, MN 56377 |
20| 123 North Street Sauk Rapids, MN 56377
18123 Narth Street Sauk Rapids, MN 56377
20 | 940 Industrial Dr Sauk Rapids, MN 56387
20/ 123 North Street Sauk MNSETT |
20| 940 Industrial Dr Sauk Rapids, MN 56387
e -

15] 940 Industrial Dr Sauk Rapids, MN 56387

Class Rosters,,
N
Title Date / Time
| Friday, Novernber 15, 2013 4:00 PM

Instructor/Contact
John Doe

Max Attendees Seats Left

Chack In it Last Name Address City Country
» Jake Bames 593 Sunrisa Bivd 5t Clowd MN 56301 UNITED STATES
- Augie March 4253 End Street St Cloud MN 56303 UNITED STATES

oW | Wednesday, 0L 2014 400 PM | John Do | 2

Conceal and Carry Weapon Permit Friday, January 17, 2014 4:00 PM John Doe 20

If needed, check the Show Historical Classes checkbox (and click the Refresh button) to display all
past and present classes.

Click a class to display its Course Description record and a roster of registered participants.

Location
17| 123 North Street Sauk Rapids, MN 56377

Plystie
J208284971

accountiParss.com

3206591100 jabber@arss com

18| 123 North Strest Sauk Rapids, MN 56377 |
20123 North Street Sauk Rapids, MN 56377

4. Complete the following procedures as appropriate to manage class rosters:
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Edit a Class Roster

1. Click a participant’s Delete button to display a removal
confirmation window.

Are you sure you want to remove this class participant?

2. Click the Yes button to remove the name from the roster.
3. Continue with the procedure below to close the roster and the

screen.
Print a Class 1. Right-click in the roster section to display a menu of options.
Roster/Check-In

Form

cow, Wedndey. vy S 04 400 M tiohn Dos I »| 1A 113 Hrth Siont Sk Rasich, WM 5477
Corceal wes Carry W Pt Ty Lrvaary 11, 2524 800 P4 uhm Dioa = 20 11 Bt Shoeet Sk W, M4 3457

2. Clickthe Copy To Excel option to open the Excel program
and display the roster as a spreadsheet.

3. SelectFile > Save As from the menu bar to display the Save
As window.

4. Save and print the document for use as a hardcopy check-in
form.

5. Continue with the procedure below to close the roster and the
screen.

5. Double-click the Course Description record to close the roster.
6. Clickthe tab's Close button to close the screen.
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AXIS

from AcuSport

Pricing Administration

This section contains procedures to set up, edit, and maintain price types, tax types, and special pricing
calculators including markup categories, sales events, and split quantity events.
Price Types

Price Types allow supplemental pricing information (e.g., MSRP, MAP, etc.) to be associated with a product
to aid purchasing and management decisions.

« Manage Price Types (see page 320)

Tax Types

Tax Types allow specific taxes (e.g., State, City, Firearms, etc.) to be associated with a product. A Tax Rate
may be assigned to a Tax Type for a defined period of time.

o« Manage Tax Types (see page 321)

Markup Categories

Markup Categories calculate new prices for associated products using a specified markup (dollar amount or
percentage) method.

« Manage Markup Categories (see page 323)

Sales Events

Sales Events define time periods during which the system calculates temporary sale prices for associated
products using a specified adjustment (dollar amount or percentage) method.

« Manage Sales Events (see page 327)

Split Quantity Pricing Events

Split Quantity Pricing Events define time periods during which the system calculates special prices for
associated products purchased in defined quantities using a specified adjustment (dollar amount or
percentage) method.

o Manage Split Quantity Pricing Events (see page 331)
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Manage Price Types

1. Navigate to the Price Types screen.
1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu

screen.

R —— T )

Scpemng  Cummerddmn  ldwxicn  fecktes  feewws  Gummiteg sty Mucsgeeess  Mabethps  MutSioy  Pesoonsl  PClMaagemet  frorg  Pachesng  Range  Recseng  Bapom  WokOnden  Seg

4l @ ¥

bwhugs  Sabes St Guamtty
Govm  Praong

gy ey
Pricng Trper

Price Types,,

» I3 Price Type A Sample price type

2. Complete the following procedures as needed to manage price types:

Set Up a New Price 1. Clickthe New Price Type button to display the Define/Edit
Price Type window.
Type )

. Continue with the procedure below.
Edit a Price Type

—

Click a pricing type’s Edit button to display its Define/Edit
Price Type window.
2. Continue with the procedure below.

—

Click a pricing type’s Delete button to display a deletion

confirmation window.

2. Click the Yes button to remove the pricing type from the Price
Types screen.

3. Clickthe tab's Close button to close the screen.

Delete a Price Type

Enter/edit the pricing type's name in the Pricing Type field.

Enter/edit the pricing type's description in the Description field.

Click the Submit button to display the new/updated pricing type on the Price Types screen.
Click the tab's Close button to close the screen.

ok w
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Manage Tax Types

1. Navigate to the Tax Types screen.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu

screen.

T

Fce N akups Sl Spit Quantiy
Tywes  Types frwmy
as Typen.
Edit Rates Current Rate
» 3 0.0000 State Tax
x| o |0.0000
= ‘ 02,0000 Firearm Tax

frorg  Pachewng  Mange  Recesng  Bapom  WekOwden  Seg

Tax Types,
| New Tax Type
state fax

| county tax
state-collected surta

2. Complete the following procedures as needed to manage tax types:

Set Up a New Tax
Type

1.

Click the New Tax Type button to display the Define/Edit
Tax Type window.

Continue with the procedure below.

Edit a Tax Type

1. Click a tax type’s Edit button to display its Define/Edit Tax

Type window.
Continue with the procedure below.

Add a Tax Rate to a
Tax Type

1. Click a tax type’s Rates button to display its Tax Rate

W

Information window.

Tax Rate Information

STATE TAX

Start Date
September 25, 2013

Delete Tax Rate
» 0.0650

End Date
December 31, 9999

Enter the tax rate as a decimal in the Rate (in decimal form)
field.

Enter the date to start collecting the tax in the Start Date field.
Click the Submit button to add the new tax rate to the Tax
Rate Information window.

Click the Close button to close the Tax Rate Information
window.

Note: The tax type's Current Rate column on the Tax Types
screen will display "0.0000" until the tax rate's start date.
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Remove a Tax Rate 1. Click ataxtype's Rates button to display its Tax Rate
from a Tax Type Information window.

Tax Rate Information

STATE TAX
Delete Tax Rate Start Date End Date

» 0.0650 | September 25, 2013 Februar ry 20, 2014
» |007 {February 20, 2014 | December 31, 9999
4 tart Date | 220 i

N

Click a tax rate’s Delete button to remove it from the list.
Click the Close button to close the Tax Rate Information
window.

Delete a Tax Type 1. Click a tax type’s Delete button to display a deletion
confirmation window.

2. Click the Yes button to remove the tax type from the Tax
Types screen.
3. Clickthe tab's Close button to close the screen.

w

Enter/edit the tax type's name in the Tax Type field.
Enter/edit the tax type's description in the Description field.

Click the Submit button to display the new/updated tax type on the Tax Types screen.
If needed, define a tax rate for this tax type.
Note: Refer to Add a Tax Rate to a Tax Type for more information.

oo bk w

7. Click the tab's Close button to close the screen.
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Manage Markup Categories

1. Navigate to the Markup Categories screen.
1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu

screen.

Markups

o e g T e e v~ T S g T
v 4N
==d W

]

2. Select Pricing > Markups from the main menu to display the Markup Categories screen.

Acreing  Comerddmn  lcricn  fackter  feesmy  Cummiheg  imemaryMamuears  Mmbmibgs Mt Peserel  SCllwagemem  Torg  hecasng  fage  freeg  Gmom  SeOven e

= & |Markup Category A
& | O [markup category B

rrrrrrrrrr

2. Complete the following procedures as needed to manage markup categories:

Set Up a New
Markup Category

1.

Click the Create New Markup Category button to display
the Define/Edit Markup Category window.

Continue with the procedure below.

Edit a Markup
Category

1. Click a category’s Edit button to display its Define/Edit

Markup Category window.
Continue with the procedure below.

Add a Product to a
Markup Category

1. Click a category to display its Markup Category Items
record.

o

[ ——————— —— T — T

B sk Categey b S o0

. Click the Add Products button to display the Product

Search window.
Select One or More Products (see page 28) to be added to the
category.

If needed, recalculate product prices set new prices for added
products.

Note: Refer to Recalculate Product Prices with a Markup
Category for more information.

Double-click the Markup Category Items record to close it.
Click the tab's Close button to close the screen.
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Remove a Product 1. Click a category to display its Markup Category Items
from a Markup record.
Category

B 107 e Citagey § Dol e Aot 19800

2. Click a product’s Delete button to display a deletion
confirmation window.

3. Click the Yes button to remove the product from the Markup

Category Items record.

Double-click the Markup Category Items record to close it.

5. Clickthe tab's Close button to close the screen.

B
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Recalculate Product 1. Click a category to display its Markup Category Items
Prices with a Markup record.
Category

 Malcakts Pices | Save Picn Adjustres

B | marke Categy 8 Dol e Aot .00

2. Ifneeded, add one or more products to the markup category.

Note: Refer to Add a Product to a Markup Category for
more information.

3. Clickthe Recalculate Prices button to display the Define
Markup Rounding Option window.

Define Markup Rounding Option

Rounding Type: [ No Rounding -

Dollor Round To:
Dime Round To:

Penny Round To:

4. Select one of these rounding methods from the Rounding
Type drop-down field:

+ No Rounding: Calculates a price that is equal to the
Current Price.

o Round to Nearest Value : Calculates a price by
rounding the cost up or down to the closest amount that
matches the Round To settings.

o Round Up : Calculates a price by rounding the cost up
to the next higher amount that matches the Round To
settings.

o Round Down : Calculates a price by rounding the cost
down to the next lower amount that matches the
Round To settings.

5. If needed, enter values in the Dollar Round To, Dime
Round To, and/or Penny Round To fields to generate
calculated prices with specific digits in designated places.

6. Click the Submit button to display a recalculated price in the
product’s Calculated Price field.

7. Ifdesired, click the Save Price Adjustment button to save

the calculated price for the product.

Double-click the Markup Category Items record to close it.

9. Clickthe tab's Close button to close the screen.

o
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Delete a Marku p 1. Click a category’s Delete button to display a deletion
confirmation window.
Categ ory 2. Click the Yes button to remove the category from the Markup
Categories screen.
3. Clickthe tab's Close button to close the screen.

w

Enter/edit the category's name in the Category Name field.
4. Select an adjustment type from the Adjustment Type drop-down field:
o Select Dollar Amount to mark up prices by a fixed amount.
o Select Percentage to mark up prices by a percentage of cost.
5. Enter avalue in the Adjustment Value field:
« IfDollar Amount was selected as the Adjustment Type, enter the markup amount in dollars.
« If Percentage was selected as the Adjustment Type, enter the markup amount as a
percentage.
6. Click the Submit button to display the new/updated category on the Markup Categories screen.
7. Click the tab's Close button to close the screen.
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Manage Sales Events

1. Navigate to the Sales Events screen.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu

screen.

Sales
Events

r.,..h,,,_...._....u..u__.w.m__.m«m..w.,.‘..uw...
® 4N =

T

*  [Fall Blowout Sale

-
& | 0 [woliday sale

Sale Name Start Date End Date
Thursday, August 07, 2014 7:00 A Monday, August 11, 2014 8:00 pu
| Thursday, Savesber 27, 2014 7:00 am |wednesday, Decesbier 24, 2014 8:00 Pu

2. Select Pricing > Sales Events from the main menu to display the Sales Events screen.

———

Sales Events

2. Complete the following procedures as needed to manage sales events:

Set Up a New Sales
Event

1.

Click the Create New Sales Event button to display the
Define/Edit Sales Event window.

Continue with the procedure below.

Edit a Sales Event

—

. Click an event’s Edit button to display its Define/Edit Sales

Event window.
Continue with the procedure below.
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Add a Product to a 1. Click an event to display its Sale Event Products and
Pricing record.

Sales Event

Sales Events,

Sale uame STArt bate End Date
it 14 800

2. Click the Add Products button to display the Product
Search window.

Product Search

Attribute Descriptor
GUFRHTRAENT
M
WENUFACTURER.

| [Del Attribute Descriptor

3. Complete any of these procedures to limit the number of
products shown:

« Enterall or part of a product’s description in the
Description field.

o Enter all or part of a product’'s UPC code number in the
UPC field.

« Click an Attribute button and one of its associated
Descriptor buttons. (Repeat as needed to further
restrict products with additional attributes and
descriptors.)

o Click the Clear button to remove all Attribute/Descriptor
filters.

4. Complete any of these procedures to select the desired
product(s):

o Check a product’s checkbox to select it.

o Uncheck a product's checkbox to deselect it.

o Click the Select All button to select all products.

o Click the Unselect All button to deselect all products.

5. Complete one of these procedures as appropriate to add the
selected product(s) and adjusted price(s) to the Sale Event
Products and Pricing record:

o To adjust the price(s) by a dollar amount

1. Enter the dollar amount in the Adjustment field.
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Be sure to include a minus sign (-) to reduce the
price by that amount.

2. Click the Adjust Selection by Amount button.

o Toadjust the price(s) by a percentage,

1. Enter the percentage as a decimal in the
Adjustment field. Be sure to include a minus
sign (-) to reduce the price by that percentage.

2. Clickthe Adjust Selection by Percentage
button.

. Ifneeded, edit a product's sales price.

Note: Refer to Edit a Product’s Sales Event Price for
more information.

. Double-click the Sale Event Products and Pricing record

to close it.

. Click the tab's Close button to close the screen.

Remove a Product
from a Sales Event

. Click an event to display its Sale Event Products and
Pricing record.

Sales Events,

i i |
. L

W o Fa) Bt sale Theruser, dugiat 07, F0L Porsiuy, et L1, JUL4 8:00

. Click a product’s Delete button to display a deletion

confirmation window.

. Click the Yes button to remove the product from the Sale

Event Products and Pricing record.

. Double-click the Sale Event Products and Pricing record

to close it.

. Click the tab's Close button to close the screen.
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Edit a Product’s 1. Click an event to display its Sale Event Products and
Pricing record.

Sales Event Price

Sales Events,

| Croutm e Sates trent
Sale Mase STart Date £nd Date
4 700

W | & a1 Blmemt Satn Therasay., et 07, FOL Porsiuy, et L1, JUL4 8:00

2. If needed, add one or more products to the sale event.
Note: Referto for more information.

3. Click a product’s Edit button to display the Edit Sale Price
window.

Edit Sale Price

UPC: 02218813276

Lite Rail Barrel Nut Wrench

Description:

Sale Price: 17.00

&

Enter the new sale price in the Sale Price field.

5. Click the Submit button to display the new price in the
product’s Sales Price field.

6. Double-click the Sale Event Products and Pricing record
to close it.

7. Click the tab's Close button to close the screen.

Delete a Sales Event 1. Click an event’s Delete button to display a deletion
confirmation window.
2. Click the Yes button to remove the category from the Sales
Events screen.
3. Clickthe tab's Close button to close the screen.

w

Enter/edit the sales event's name in the Event Name field.

4. Enter/edit the event’s start date (mm/dd/yyyy) or Select a Date (see page 24) with the calendar button
in the Start Date field.

5. Enter/edit the event’s start time in the Start Time field.

6. Enter/edit the event’s end date (mm/dd/yyyy) or Select a Date (see page 24) with the calendar button in

the End Date field.

Enter/edit the event’s end time in the End Time field.

Click the Submit button to display the new/updated event on the Sales Events screen.

9. Click the tab's Close button to close the screen.

® N
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Manage Split Quantity Pricing Events

1. Navigate to the Split Quantity Events screen.
1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu

screen.

2. Select Pricing > Split Quantity Pricing from the main menu to display the Split Quantity

Events screen.

Split Quantity Event
® | S [selit oty Event A
& | splitary Event b

Thu Aug 07 2014 07:00 AM
[Mon Aug 11 2014 07:00 am

Mon Aug 11 2014 02:00 P F]
[Mon Aug 18 2014 08:00 Fu | 4

2. Complete the following procedures as needed to manage split quantity pricing events:

Set Up a New Split 1.

Quantity Pricing
Event

Click the Create New Split Quantity Event button to display
the Define/Edit Split Quantity Event window.

Continue with the procedure below.

—

Edit a Split Quantity
Pricing Event

. Click an event’s Edit button to display its Define/Edit Split

Quantity Event window.
Continue with the procedure below.
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Add a Product to a
Split Quantity
Pricing Event

1.

Click an event to display its Split Quantity Event Products
and Pricing record.

Split Quantity Events_

 Croete M St Quaity Evert
11t Guantity Event Start pate nd Date Ty Break
B LGy et & T dug B 201 87130 0 e g 11 S04 08200 P 2

ol Qty et &

WL My v s sy 14 201497100 o g 10 30 D00

Click the Add Products button to display the Product
Search window.

Product Search

Deseriptor

| [pe] attribute Descriptor O

| Select Al Unselect M|
Jr— ] " " —

Complete any of these procedures to limit the number of
products shown:

o Enter all or part of a product’s description in the
Description field.

o Enter all or part of a product’'s UPC code number in the
UPC field.

« Click an Attribute button and one of its associated
Descriptor buttons. (Repeat as needed to further
restrict products with additional attributes and
descriptors.)

o Click the Clear button to remove all Attribute/Descriptor
filters.

Complete any of these procedures to select the desired
product(s):

o Check a product’s checkbox to select it.

« Uncheck a product's checkbox to deselect it.

o Click the Select All button to select all products.

o Click the Unselect All button to deselect all products.

Complete one of these procedures as appropriate to add the
selected product(s) and adjusted price(s) to the Split
Quantity Event Products and Pricing record:

o Toadjust the price(s) by a dollar amount
1. Enter the dollar amount in the Adjustment field.
Be sure to include a minus sign (-) to reduce the
price by that amount.
2. Click the Adjust Selection by Amount button.
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o Toadjust the price(s) by a percentage,

1. Enter the percentage as a decimal in the
Adjustment field. Be sure to include a minus
sign (-) to reduce the price by that percentage.

2. Clickthe Adjust Selection by Percentage
button.

If needed, edit a product's split quantity event price.

Note: Refer to Edit Product’s Split Quantity Pricing
Event Price for more information.

. Double-click the Split Quantity Event Products and

Pricing record to close it.
Click the tab's Close button to close the screen.

Remove a Product
from a Split Quantity
Pricing Event

. Click an event to display its Split Quantity Event Products
and Pricing record.

Split Quantity Events_

 Croete M St Quaity Evert
11t Guantity Event Start pate nd Date Ty Break

B [N ey e st Ay 11 P97 o Ay 18 04 CR06

Click a product’s Delete button to display a deletion
confirmation window.

Click the Yes button to remove the product from the Split
Quantity Event Products and Pricing screen.
Double-click the Split Quantity Event Products and
Pricing record to close it.

Click the tab's Close button to close the screen.

Edit a Product’s
Split Quantity
Pricing Event Price

—_—

. Click an event to display its Split Quantity Event Products

and Pricing record.

2. If needed, add one or more products to the split quantity

event.
Note: Referto for more information.

Click a product’s Edit button to display the Edit Split
Quantity Price window.

Enter the new sale price in the Sale Price field.

Click the Submit button to display the new price in the
product’s Sales Price field.

Double-click the Split Quantity Event Products and
Pricing record to close it.

. Click the tab's Close button to close the screen.
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Delete a Sp|it 1. Click an event’s Delete button to display a deletion

. - confirmation window.
Quantlty Prici ng 2. Click the Yes button to remove the event from the Split
Event Quantity Events screen.

3. Click the tab's Close button to close the screen.

w

Enter/edit the split quantity event's name in the Event Name field.

4. Enter/edit the event’s start date (mm/dd/yyyy) or Select a Date (see page 24) with the calendar button
in the Start Date field.

5. Enter/edit the event’s start time in the Start Time field.

Enter/edit the event’s end date (mm/dd/yyyy) or Select a Date (see page 24) with the calendar button in

the End Date field.

Enter/edit the event’s end time in the End Time field.

Enter/edit the event’s price break quantity in the Price Break Quantity field.

Click the Submit button to display the new/updated event on the Split Quantity Events screen.

Click the tab's Close button to close the screen.

o

© ©®N
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AXIS

from AcuSport

Purchasing Administration

This section contains procedures to set up, maintain, and review vendors, vendor catalogs, purchase orders,
and special order products.

Vendor Information

Vendor Information includes the vendor's name, addresses, phone numbers, email addresses, websites,
contacts, FFL number, FTP information, and various identifiers.
e Selecta Vendor (see page 336)
Set Up and Maintain a Vendor Record (see page 338)
Set Up and Edit a Vendor Contact (see page 341)
View and Update the Vendor List (see page 344)
o Import Vendor Data into the Vendor List (see page 345)

Vendor Catalogs
Vendor Catalogs provide a list of the products available for purchase from a specific vendor.
o View, Update, and Add Products from a Vendor Catalog (see page 346)

Purchase Order Features

Purchase Order Features provide procedures for manually ordering products, tracking unfulfilled orders, and
streamlining the Receiving process.

o Create a Purchase Order (see page 349)

o Import Purchase Order Data (see page 351)

o Create a Vendor Purchase Order (see page 353)

o Update a Pending Purchase Order (see page 355)

Special Order Features

Special Order Features allow special orders to be reviewed, edited, printed, and assigned to purchase orders.
o View and Update Special Orders (see page 359)

User Guide Purchasing Administration - 335



Select a Vendor

Note: This procedure selects an existing vendor from the vendor database for review and maintenance of
the vendor 's record. To add a new vendor to the database, refer to Set Up and Maintain a Vendor Record

(see page 338).

1. Navigate to the Vendor Look-up window.
1. Log Into the Data Center Application (see page 16) to display the Data Center Main Menu

screen.

Select
Vendor

S e —— T Y

2. Select Purchasing > Select Vendor from the main menu to display the Vendor Look-up

window.

Vendor Name: |

Acusport
Al's Guns
MN DNR

TechaAim Distributor Inc

Vendor Look-up

2. Ifneeded, enter all or part of the vendor's name in the Name field and press the Enter key to display all
matching results.

e Acusport

Addresses [J
Adddress 1 One Hunter Place
City: - Bellefontaine State: (OH | Zipc 43311

G | Phones [3
= [<]
Voice: B Text e Number: 937-553-7010
Emails ({3
Praferred Type: (e o

il w5 orders@acusportcom

Web Sites [ = =
Contacts [

4. Complete the following procedure to edit the vendor record as needed:

336 - Purchasing Administration

AXIS™ Retail Management System



1. Enter/edit Vendor information on the screen.
Note: Refer to Set Up and Maintain a Vendor Record (see page 338) for more information.

2. Click the Submit Changes button to display a save confirmation window.
3. Click the Close button to close the confirmation window.
5. Click the tab's Close button to close the screen.
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Set Up and Maintain a Vendor Record

. Complete the following procedures as appropriate to maintain vendor records on the Vendor

Information for screen.

Add a Vendor
Record

Vendor

1. Select Purchasing > Add New Vendor from the main menu
to display a blank Vendor Information for screen.

2. Continue with the procedure below.
Edit a Vendor 1. Selecta Vendor (see page 336).
Record 2. Continue with the procedure below.

mber 3256411564

12000234

. Enter/edit Vendor information on the screen.
Note: Required fields and settings are displayed with red borders.

Vendor Name

Enter the vendor's name.

FTP Address

Enter the vendor's FTP address.

FTP User ID

Enter the vendor's FTP user name.

FTP Password

Enter the vendor's FTP password.

Dun Bradstreet #

Enter the vendor's Dun Bradstreet number.

FFL Number

Enter the vendor's FFL number.

Vendor Expiration
Date

Enter the vendor's expiration date (mm/dd/yyyy) or Select a Date (see page
24) with the calendar button.

Vendor Terms

Enter the vendor's terms.

Vendor Notes

Enter notes about the vendor.

Back Orders

If the vendor accepts back orders, check the checkbox.

Lead Time Days

Enter the number of days needed to process an order before shipping.

Is Transfer Agent

If the vendor is a transfer agent, check the checkbox.

Is Manufacturer

If the vendor is a manufacturer, check the checkbox.

Auto Order

If auto order is active for the vendor, check the checkbox.
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Customer # Enter the vendor's customer number.
Shipping Break Enter the vendor's shipping break minimum.
Minimum
Addresses If an address record is not needed, click its Close (red X) button to close it.
If an additional address record is needed, click the Add (green +) button to
openiit.
Preferred If this address record is the preferred method of
contact, check the checkbox.
Type Select the appropriate value from the drop-down
menu.
Address 1 Enter the first line of the street address.
Address 2 Enter the second line of the street address (if
applicable).
City Enter the city.
State Enter the two-letter abbreviation for the state.
Zip Enter the ZIP code.
Phones If a phone record is not needed, click its Close (red X) button to close it.
If an additional phone record is needed, click the Add (green +) button to
openit.
Preferred If this phone record is the preferred method of
contact, check the checkbox.
Type Select the appropriate value from the drop-down
menu.
Voice If this phone number can receive voice calls, check
the checkbox.
Text If this phone number can receive text messages,
check the checkbox.
Phone Number Enter the entire (xxx-xxx-xxxx) phone number.
Emails If an email record is not needed, click its Close (red X) button to close it.
If an additional email record is needed, click the Add (green +) button to
openit.
Preferred If this email record is the preferred method of
contact, check the checkbox.
Type Select the appropriate value from the drop-down
menu.
Email Address Enter the entire email address.
Web Sites If a website record is not needed, click its Close (red X) button to close it.
If an additional website record is needed, click the Add (green +) button to
openit.
Preferred If this website record is the preferred method of
contact, check the checkbox.
Type Select the appropriate value from the drop-down
menu.
URL Address Enter the website's URL address.
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Contacts If a contact record is not needed, click its Close (red X) button to delete it.
If an additional contact record is needed, click the Add (green +) button to
open a blank Contact Information window.

To view or edit an existing contact record, click the record's View button to
display the contact's Contact Information window.

Note: Refer to Set Up and Edit a Vendor Contact (see page 341) for more
information.

3. Clickthe Submit Changes button to display a save confirmation window.
4. Click the Close button to close the confirmation window.
5. Click the tab's Close button to close the screen.
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Set Up and Edit a Vendor Contact

1. Navigate to the desired vendor's Vendor Information for screen.
Note: Refer to Set Up and Maintain a Vendor Record (see page 338) for more information.

FFL Bumber: 3256411564 City. Bellefontaine

s 72006 5 | rrones 3

ber: 937-593-7010

Add a Contact

1.

2.

Click the Add (green +) button beside the Contacts heading
to display the Contact Information window.
Continue with the procedure below.
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Edit a Contact

Vendor Information for

1.

Click a contact’s View button to display the contact’'s Contact
Information window.

2. Continue with the procedure below.

Delete a Contact

Vendor Information for

2.

3.
4.

. Click a contact’s Close (red X) button to delete it from the

Vendor Information for screen.

Click the Submit Changes button to display a save
confirmation window.

Click the Close button to close the confirmation window.
Click the tab's Close button to close the screen.

3. Enter/edit Vendor Contact information in the window.
Note: Required fields and settings are displayed with red borders.

First Enter the contact's first name.

Last Enter the contact's last name.

Title Enter the contact's title.

Addresses If an address record is not needed, click its Close (red X) button to close it.

If an additional address record is needed, click the Add (green +) button to

openit.

Preferred

If this address record is the preferred method of
contact, check the checkbox.
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Type Select the appropriate value from the drop-down
menu.

Address 1 Enter the first line of the street address.

Address 2 Enter the second line of the street address (if
applicable).

City Enter the city.

State Enter the two-letter abbreviation for the state.

Zip Enter the ZIP code.

Phones If a phone record is not needed, click its Close (red X) button to close it.

If an additional phone record is needed, click the Add (green +) button to

openit.

Preferred If this phone record is the preferred method of
contact, check the checkbox.

Type Select the appropriate value from the drop-down
menu.

Voice If this phone number can receive voice calls, check
the checkbox.

Text If this phone number can receive text messages,
check the checkbox.

Phone Number Enter the entire (xxx-xxx-xxxx) phone number.

Emails If an email record is not needed, click its Close (red X) button to close it.

If an additional email record is needed, click the Add (green +) button to

openit.

Preferred If this email record is the preferred method of
contact, check the checkbox.

Type Select the appropriate value from the drop-down

menu.

Email Address

Enter the entire email address.

4. Click the Save button to close the window and display the contact information on the Vendor

Information for screen.

Click the Submit Changes button to display a save confirmation window.
Click the Close button to close the confirmation window.

7. Click the tab's Close button to close the screen.

o o
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View and Update the Vendor List

1. Navigate to the Vendor List screen.
1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu

screen.

mu G Gyt WeaOdm s

Vendor
List

2. Select Purchasing > Vendor List from the main menu to display the Vendor List screen.
Note: If needed, Sort and Filter Onscreen Data (see page 40).

5 D Coter By g Ui 10
Scimereng  Cupmmerddmn ldewion  feckten  feewwy  Cummiheg ety Miesgeeam  Mmbevhpn  MutSkre  Pesorel  SClMwagemest  feomg  furais  farge  Rawerg  Mapom ek Ovn  Ses
s 3 o .
e o [&§ & ¢
Sl Add New  Vesd  Verder S Dnthers
v ek
ek P Crten s
[
Vendor List  [Wempiss] Nimgenl 8
-
# Store Vendor Name + Address City State o Zip Phone Emad Address FFL Expiration Date
1 Acusport One Munter Place | Bellefontaine | OH 43311 | 9375937010 | orders@Pacusport.oom
3 Aoupon | One Hunter Place |Bellefontaine OH | 43311 9375937010 orders@scusport.com |
2| Acuspon e Hunter Place oH 43311
1. Al's Guns & Ammo 3202715556

2. Complete the following procedures as needed:

View a List of 1. Click a vendor to display the vendor’s Vendor Contacts

Vendor Contacts window.
Vendor Contacts
[T

2. Click the OK button to close the window.

|mport Vendor Data RefertolmportVendor Data into the Vendor List (see page 345) for
more information.

3. Click the tab's Close button to close the screen.
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Import Vendor Data into the Vendor List
Complete the following procedure to import vendor data into the Vendor List screen by creating, populating,
and importing a formatted Excel file.

1. Navigate to the Vendor List screen.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu
screen.

iy Gt M S Baow oy Peotin it Uedet Mbee . foset | NNt B | oo | N Sy Beww | WeAGS be
e & = ] £ 4
b = Y B s e e e
Vendor
Lis

it

2. Select Purchasing > Vendor List from the main menu to display the Vendor List screen.
Note: If needed, Sort and Filter Onscreen Data (see page 40).

Scoutng  Cupsmerddmn  ldesion  fecktes  feesws  Gummheg ety Mavsgeeas  Mmbeshps Mttty Pessonsl  PClMawagemest  Promg  furais;  Range  Resng  Bapom  WedOven  Seg

FFL Expiration Date

30ZTIE556

Click the Template button to export the template format to an Excel file.

Populate the Excel file with vendor information.

Save the Excelfile.

Click the Import button on the Vendor List screen to display the Load Excel Import window.
Browse to the desired location.

No ok owbd

If the system detects any errors, it displays the Import Complete with Errors window.
Complete any of the following as needed:

o Click the Print/Save button to display the errors in a formatted template file that may be
manually printed and/or saved. Click another button as appropriate to close this window.

o Click the Continue button to continue with the import for the uploaded items.

+ Click the Cancel button to cancel the import.

8. When the import is complete, the system displays the Upload Complete window.

9. Click the Close button to close the window.
10. Click the tab's Close button to close the screen.
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View, Update, and Add Products from a Vendor
Catalog

1. Navigate to the Vendor Catalog Detail screen.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu
screen.

Vendor
Catalog

2. Select Purchasing > Vendor Catalog from the main menu to display the Vendor Catalog
Detail screen.

Select Vendor Vendor Catalog Detail

2. Complete the following procedures as appropriate to maintain vendor catalogs.

View/U pd ate the 1. Click AcuSportin the Select Vendor list to display the
AcuSport catalog on the Vendor Catalog Detail screen.
AcuSport Catalog

T

2. Ifneeded, click the Update Catalog button to refresh the
screen.

Note: If needed, Sort and Filter Onscreen Data (see page

40).

346 - Purchasing Administration AXIS™ Retail Management System



-_—

. Complete these procedures as needed to restrict the vendors

View/Update a Non-

displayed in the Select Vendor list:
AcuS port Vendor o Checkthe Show Active Only checkbox to show only
Catalog active vendors in the list.

o Enterall or part of a vendor’s name in the field to show
only matching vendors.

2. Click a vendor name in the Select Vendor list to display that
vendor on the Vendor Catalog Detail screen.

3. Click the Update Catalog button to display an Open window.

4. Browse to the desired location and double-click the
appropriate file (.xlsx format) containing the vendor catalog to
upload it.

Note: The vendor catalog file must be a formatted Excel
spreadsheet (.xIsx format) containing 15 columns named and
arranged (left-to-right) in the order shown below:

Vendor Part # The vendor part number
MFG Part # The manufacturer's part number
Receipt Description A short (32 characters or less)

description that will print on the
register receipt

Item Description A long (80 characters or less)
description of the item used at
the register

Size Size

Color Color

UoM Unit of measure

Catalog Pg Catalog page number

Class Class (ltem attribute descriptor)

Mfg Manufacturer

UPC The UPC code number with
check digit included

Cost Cost

Retail Retail price

Weight Weight

Sell Pack Sell pack

5. If needed, Sort and Filter Onscreen Data (see page 40).

3. Complete the following procedure as appropriate to add catalog products to the product database.
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Add a Vendor 1. Check a product’'s Add checkbox to select it. (Repeat as

Catalog Product to needed to select additional products.)

2. Click the Add Product button to add the selected product(s)
the Product to the Product Maintenance screen.
Database Note: To display the Product Maintenance screen, click the

Inventory Management tab. Then click the Product
Maintenance button.

4. Click the tab's Close button to close the screen.
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Create a Purchase Order

1. Navigate to the Purchase Orders screen.
1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu

screen.

T TS = T

Creats Purchass
Orders

2. Select Purchasing > Create Purchase Orders from the main menu to display the Purchase
Orders screen.

J 4= - Dot oo rmprmyen
Purchase Orders
Click to show insctive products
Man. Ref. Bem Number Description QOH Miin Max Short Owver On Order Number Sold Department Manufacturer ITtem
Attribute Dei(riplor ﬁl GUN ¢ TEST GUN ¢ 1 0 o 1 0 o TEST TEST
TEST FIREARM A % o o o o PET
TEST FREARM B I I ol ag] o PSTH
[mimp ] [memo [l o] o o a2 o TEst
".'l'%r.'.l' | _”5?._‘ . | 'Eq'_ 'J. I_:'_ 0 W. f\_ _]f‘:'-
mmema M B e o 0 o e o [Test
..'I'El‘l | ITEM A | '._’9‘5- U. E'. 0. 1293 o TEST
TEST test firearm w1 o o 1] PisT:
[ | {10 of smow | "ol o o o o |Gun
[ | rimary [ ol o] o o o of [
Education Class Leaining o o o o o 0 EDU
.............. e = Ll = - =
Primary Fifle o o o o o 0| | RaN
| Tessembership of o] of o o ol [maen
FamilyBuglest ol o o ol o | | Wi
Recurr o [ o o o o 0 MEMBERSHIPS STORE MEM
| Non-Recurr o o o o a o 0| MEMBERSHIPS | sToRE s
[ g Fu Fi o] o o 8 o o 0] EDUCATIONAL CLASSES | STORE oo
Secondary Rifle o o o o 0 o 0/ RANGE PRODUCTS | STORE RAN
lcrcusserouarD KELTECP3AT| 731 1] o o 73 0 0| Accessomies | cRaMsON TRACE | WEA
Test Seralized Rem 14 Q o Q 14 o 0! SE ZED ITIMS ARS TEST
|Gt cava 3 3] il o 2 o ol ] Iest [Test
| Used Handgun I P D I o] STORE_ Than
[ Used Longgun o o o o o o STORE ‘Low
DAVIDS o o o o 0 o 0| TEST | sy TEST

2. Use onscreen controls as needed to restrict and sort the products displayed on the screen:
o Checkthe Click to show inactive products checkbox to display both active and inactive
products.
o Uncheck the Click to show inactive products checkbox to display only active products.
« Click an Attribute button and one of its associated Descriptor buttons to display only products

with matching attribute/descriptor pairs. (Repeat as needed to further restrict the products
displayed with additional attribute/descriptor pairs.)

« Click the Delete button beside an attribute/descriptor pair to remove it as a restriction on
displayed products.

+ Click the Clear button to remove all attribute/descriptor pairs to remove them as restrictions on
displayed products.

« Enter starting and ending dates in the Number Sold Date Range fields and press the Enter
key to display only sales results from a specific time frame.

o Sortand Filter Onscreen Data (see page 40).

3. Checka product’s checkbox to select it. (Repeat steps as needed to display and select additional
products. Click the Clear selected products button to deselect all products.)

4. Ifdesired, check the Display only selected products checkbox to display only selected items on the
screen.
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5. Click the Next button to display the Purchase Orders (Enter the Quantity, Price, and Vendor)
screen.

6. Select the desired vendor from a product’s Order From Vendor drop-down field. (Selecting a vendor
for one product will autoselect that vendor for all products. Select a different vendor for other products
as needed.)

7. Enter a quantity for each product in its Quantity field.
8. Enter/edit the cost for each product in its Cost field as needed.
9. Ifneeded, click a product’s Delete button to remove it from the list.
10. Click the Next button to display the Purchase Orders (Process Purchase Orders) screen.
11. Continue working with the purchase order as appropriate.
Note: Refer to Update a Pending Purchase Order (see page 355) for more information.

12. Click the tab's Close button to close the screen.
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Import Purchase Order Data

Complete the following procedure to import purchase order data into the Purchase Orders screen by

creating, populating, and importing a formatted Excel file.
1. Navigate to the Purchase Orders screen.
1.

screen.

ST

Create Purchase
Orders

Orders screen.
Note: If needed, Sort and Filter Onscreen Data (see page 40).

Purchase Orders

Click to show inactive products

Log In to the Data Center Application (see page 16) to display the Data Center Main Menu

Select Purchasing > Create Purchase Orders from the main menu to display the Purchase

- [ y | Import
# UPC Man. Ret Mem Number Descrption QOm M Max Shert. Owver On Order Number Sold Department Manutacturer Item
Attsibute Descriptor ooo01z340000__[TESTGUN e | | TEST GUN ¢ | af o o ol o o] TesT [ TEsT TEST
T 0135ITIN TEST FEREARM A s o o o e ol o FREARMS Jeour PIST
Ll ooz | TEST FREARM B @ o o o _a o o FREARMS |cour esm
T 022188102 [mEmB Ifem D @] o o o ) o Tea TEst e
ITEM C ITEM € 500 0 0 o 500 o 0| TEST TEST TEST
Jmeme [meme 4 o o o e ol o/ Test Jrest [res
|men | FTEM w0 o o0 19| o 1] TEstT | TEsT TEST
TEST test frearm ] 1 ol 0w 1 0 FIREARMS {cowr {psn

Populate the Excel file with purchase order information.

Note: The file must adhere to the validation requirements indicated in row 1 and below:

« UPC and Quantity are required fields.

Save the Excelfile.
s oo s G g

Purchase Orders

Click to show inactive products

B - [eamme 7] ¥ m

# UPC Man. Red Iem Number . Destription QOM « Mn o Max . Shoet o Over o OnOrder  Mumber Sokd . Depanment Manudscturer o Ttem

Attribute Descriptor DOOC'.I]-_‘C(W !I'ESY GUN ¢ | ITESY GUN ¢ | -1 O. C'I i (l! L‘. ul‘.[SY Ir[.ﬂ TEST

T 0135ITIN TEST FEREARM A s o o o e ol o FREARMS Jeour PIST
Ll ooz | TEST FREARM B @ o o o _a o o FREARMS |cour esm
T Gazisanaaz | |mEMD Ifem D @] o o o ) o Tea TEst e
02218813239 WEMC ITEM C 500 0 0 o 500 o 0| TEST TEST TEST

mnsss MM [meme 4 o o o e ol o/ Test Jrest [res

022BMIITE | TEM A | mEM A w0 o o0 19| o 1] TEstT | TEsT TEST

023614759558 | TEST test frearm ] 1 ol 0w 1 0 FIREARMS lcowr {psn

5. Click the Import button on the Purchase Orders screen to display the Load Excel Import window.
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¥ Newfolder

6. Browse to the desired location.

7. Ifthe system detects any errors, it displays the Import Complete with Errors window.

Import Complete with Errors

Last Name is required, and was not supplied: 1

0 items uploaded 1 Errors

Please Print or Save the errors

Complete any of the following as needed:

« Click the Print/Save button to display the errors in a formatted template file that may be manually
printed and/or saved. Click another button as appropriate to close this window.
o Click the Continue button to continue with the import for the uploaded items.

« Click the Cancel button to cancel the import.

8. When the import is complete, the system displays the Upload Complete window.

Upload Complete

9. Click the Close button to close the window.
10. Click the tab's Close button to close the screen.
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Create a Vendor Purchase Order

1. Navigate to the Create Purchase Order screen.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu
screen.

e e e e e e e
e o &{ & “ g "
AT TN el ‘:;N\

Create Vendor
Purchase Order

2. Select Purchasing > Create Vendor Purchase Order from the main menu to display the
Create Purchase Order screen and the Vendor Look-up window.

3. If needed, enter all or part of the vendor's name in the Name field and press the Enter key to
display all matching results.

Current PO

Create Purchase Order s —_
Sails-Totak $113.40
Number Sold Shipping Break Min: --
Difference: -«
Date Range

Descriptor Filter
Controls

Attribute and ]

V # upc Man. Ref. tem Mumber . Description QOH er '+ OnOrder . Number Sold  Depariment Manufacturer
Bbute Dascriptor 026285801831 | UACLOZ Dehuxe Gun Cleanin g Kit 232 2 3 o 2% 1 1| AcCESSORSES HOPPE
AT AL S01299030657  CM104 GAL CBT MST TAN RH a 0 o 0 a 0 0 ACCESSORSES GALCO
(L] 4 026285510607 Slotted lags 22 Cakber Rifle o 0 0 0 0 0 0| ACCESSORIES HOPPE
0IH057I33480| 33348 | | BWC GUN SCRUBBR CLNR 150Z AERO | o o o o o of 0| ACCESSORES | BIRCHWOOD CASEY
087171167107 | 16TOBLEST KER BLUS BLI/BLK PART SERRATED o o o o 0 0| ACCESSORIES KERSHAW KNIVES
01664303905 | THUNISISLMAG BERSA THUNDER 380 XMAG MAT 7 | [ 0 o o ) 0 0| ACCESSORSES BERSA - EAGLE IMPOI '
Del Attribute Descriptor
& |DEPARTMENT | ACCRSSORIES
Nl W - -
Quartity '+ Catalog Cost | Price ProductisiC -« Hem Number - Manufscturerliumber | ShortDescription QOH '+ Department - lem Marn evel el QtyOnOrder * NumberSold
P L s i vescond S g S Gt RRR TR RSTaE A v 5 5 S

2. Use onscreen controls as needed to restrict and sort the products displayed on the screen:

« Click an Attribute button and one of its associated Descriptor buttons to display only products
with matching attribute/descriptor pairs. (Repeat as needed to further restrict the products
displayed with additional attribute/descriptor pairs.)

« Click the Delete button beside an attribute/descriptor pair to remove it as a restriction on
displayed products.

o Click the Clear button to remove all attribute/descriptor pairs to remove them as restrictions on
displayed products.

o Enter starting and ending dates in the Number Sold Date Range fields and press the Enter
key to display only sales results from a specific time frame.

o Sortand Filter Onscreen Data (see page 40).

3. Select the desired product(s):

o Check a product’s checkbox to select it. (Repeat as needed to select additional products.)

o Uncheck a product's checkbox to deselect it.

o Click the Select All button to select all products on the screen.

o Click the Clear Selected Products button to deselect all products.
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4. Click the Add Products button to add the selected product(s) to the Purchase Order Details section.
5. Complete the following procedures as needed to enter a quantity for each product:
« Enter a quantity in a product’s Quantity field.

« Click the Fill to Suggested Order Qty button to display a confirmation screen. Click the Yes
button to close the screen and automatically populate the Quantity field(s).

Note: The system calculates the suggested order quantity for a product by subtracting its QOH
from its Max Level. If the product's QOH is greater than its Min Level, the system does not
calculate a suggested order quantity for the product.

6. Complete the following procedures as needed to assign the selected product(s) to a purchase order:

Create a New Click the Create PO button to display the Purchase Orders
Purchase Order (Process Purchase Orders) screen.

Amend an Existi ng 1. Select the desired existing purchase order from the drop-

down field.
Purchase Order 2. Clickthe Add to Existing PO button to display the Purchase

Orders (Process Purchase Orders) screen.

7. Continue working with the purchase order as appropriate.
Note: Refer to Update a Pending Purchase Order (see page 355) for more information.

8. Click the tab's Close button to close the screen.
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Update a Pending Purchase Order

1. Navigate to the Purchase Orders (pending) screen.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu
screen.

e T T T T
- - z
Pending Purchase
Orders

2. Select Purchasing > Pending Purchase Orders from the main menu to display the
Purchase Orders (Process Purchase Orders) screen.

Note: If needed, Sort and Filter Onscreen Data (see page 40).

Purchase Orders,

Click to show inactive products

i1 2 3 PO Number  Veror e Couns Total Estimated Cot Tesms Cancel Date| Ship Via, Shipping Account Ship Date | Stors

-Dme 131001-025-0 Al's Gurs. 4 $17.10 10012013
Process. Eda Delese 131023-036-0 Acuspon 1 1285 10/23/2013
Process [0 Deleta[140110-040-0 Techaim Disaributar inc 10 $0.00 | | | 01102014
Process Edit Detese 140218-045-0/ Acusport 1 s16790 I | | |0anasonal
Process Eda Diedete. 140218-46-0 Techiin Distributor Ine 10 $140.00 02/18/2014

2. Complete the following procedures as needed to manage pending purchase orders:

Edit a Pendi ng 1. Click a purchase order’s Edit button to display the Edit

Purchase Order Pu.rchase Order win.dow. . |
2. Edit Purchase Order information in the window as needed.

Vendor Select the vendor from the drop-down.

Ship To Store |Select the store from the drop-down.

PO Terms Enter terms as needed.

Cancellation Enter the cancellation date (mm/dd/yyyy)

Date or Select a Date (see page 24) with the
calendar button.

Ship Date Note the autofilled ship date. If needed,

enter a new ship date (mm/dd/yyyy) or
Select a Date (see page 24) with the
calendar button.

Ship Via Enter the shipping method.
Shipping Enter the shipping account number.
Account

3. Click the Finished button to close the Edit Purchase Order
window.
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Add a Product

. Click a purchase order’s Edit button to display the Edit

Purchase Order window.

. Click the Add Product button to display the Product Search

screen.

. Select a Single Product (see page 27) to add it to the

purchase order. (Repeat steps as needed to add additional
products to the purchase order.)

. Click the Finished button to close the Edit Purchase Order

window.

Edit a Product

. Click a purchase order’s Edit button to display the Edit

Purchase Order window.

. Complete the following procedures as needed:

« Editaproduct’s quantity in its Quantity field.
o Editaproduct’s costin its Cost field.

. Click the Finished button to close the Edit Purchase Order

window.

Remove a Product

. Click a purchase order’s Edit button to display the Edit

Purchase Order window.

. Click a product’s Delete button to remove it from the purchase

order.

. Click the Finished button to close the Edit Purchase Order

window.

Delete a Purchase
Order

Click a purchase order’s Delete button to remove it from the
Purchase Orders (Process Purchase Orders) screen.
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Process a Purchase

1.

Click a purchase order’s Process button to display the
Purchase Order Preview window.

Order
Purchase Order Preview
______ = o e
Purchase Order HER T e
=11
2. Edit Purchase Order Preview information in the window as
needed.

Ship To Store |Select the appropriate store from the
drop-down field.

PO Terms Enter terms as needed.

Cancellation Enter the cancellation date (mm/dd/yyyy)

Date or Select a Date (see page 24) with the
calendar button.

Ship Date Enter the ship date (mm/dd/yyyy) or
Select a Date (see page 24) with the
calendar button.

Ship Via Enter the shipping method.

Shipping Enter the shipping account number.

Account

Email Address |Select the desired vendor email address
from the drop-down field.

Exclude Check the checkbox to prevent the system

Ordered from considering the ordered item(s)

Quantity when performing Min/Max calculations for
Auto Order numbers or suggested
quantities for purchase orders.

Bill To Name Enter/edit the store name as needed.

Bill To Address |Enter/edit the first line of the street

1 address as needed.

Bill To Address |Enter/edit the second line of the street

2 address as needed.

Bill To City Enter/edit the city as needed.
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Bill To State Enter/edit the two-letter abbreviation for
the state as needed.

Bill To Zip Enter/edit the ZIP code as needed.

Bill To Country |Enter/edit the country as needed.

3. Click the Refresh Preview button to update the preview at
the bottom of the window.
4. Review, print, and/or export the purchase order as needed.

5. Complete one of the following procedures as appropriate to
process the purchase order for receiving:
6. « Toemail a PDF of the completed purchase order to the
selected Email Address, click the Submit button.
« To print a hardcopy of the purchase order,

1. Click the Print Report button to display a Print
window.

2. Click the Print button to print the document and
close the window.

3. Clickthe Mark as Sent button.

« Toexport an electronic version of the purchase order,

1. Select a format from the drop-down field.

2. Click the Export button to display a Save As
window.

3. Save and Print a Document (see page 48) to
create electronic and hardcopy versions of the
purchase order.

4. Click the Mark as Sent button.

3. Click the tab's Close button to close the screen.

358 - Purchasing Administration AXIS™ Retail Management System



View and Update Special Orders

1. Navigate to the Special Orders Report screen.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu
screen.

T T O T T T

Special Ovders
Report

2. Select Purchasing > Special Orders Report from the main menu to display the Special
Orders Report screen.

3. Complete the following procedure to display a selection of special orders on the Special Orders
Report screen:
1. Enter starting and ending dates in the Date Range fields to display special orders from
that time frame.
2. Ifneeded, check the Show Outstanding Orders Only checkbox to display only special
orders that have not been fulfilled.
3. Click the Submit button.

4. If needed, Sort and Filter Onscreen Data (see page 40).

|58 A s Comter by Soper Unerl 1O1T? J " r . . _4
timen  iciam  feem Gunmthes ey Margerart  Membeshpr WAt sl S0LMsugemet  omg o

| Tames Toasl Depasits Balance Notes Edit Notes
(] $110.00 $0.00 S110.00 82750 84250
Sum = 110.00 Sum = 3750 Sum = £250

2. Complete the following procedures as needed to manage special orders:

Edit a Specia| 1. Click a special order's Edit Notes button to display the Edit

’ the special order note window.
Order’s Notes 2. Edit the text in the field.

3. Click the OK button to close the window.

View a Special
Order’s Component
Record

1. Click the special order’s Expand (+) button to display its
component record.

2. Click the special order’s Contract (-) button to close its
component record.
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View a Special 1. Click a special order's View button to display the Special
Order’s Details Order Request window.

er Request

A ew Product  Prodiuct Search

2. Click the Close button to close the window.

Add a Product 1. Click a special order's View button to display the Special
Order Request window.

er Request

A ew Product  Prodiuct Search

2. Complete one of these procedures to add a product to the
special order:

e ScanaUPC inthe Scan or Enter UPC field.

o EnteraUPC inthe Scan or Enter UPC field and press
the Enter key

« Click the Product Search button to display the
Product Search screen.
Note: Refer to Select One or More Products (see page
28) for more information.

¢ Clickthe Add New Product button to display a blank
Product Edit window.

Note: Refer to Manage Product Information (see page
149) for more information.

3. Complete the appropriate procedure to assign the product to
a purchase order.

Note: Referto Create a New Purchase Order for a
Special Order Product and/or Amend an Existing
Purchase Order for a Special Order Product for more
information.
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Remove a Product

. Click a special order's View button to display the Special
Order Request window.

. Click a product's Remove button.

Note: The Special Order Request window continues to
display the product until the window is closed and reopened.

. Click the Close button to close the window.

Create a New
Purchase Order for a
Special Order
Product

1. Click a special order's View button to display the Special

Order Request window.

Special Order Ry

Jequest

¥ e Ootles = Ve
TN - Aoowert

. Ifaproduct has not been assigned a vendor, select a vendor

from the product's Vendor drop-down field.

. Click the Create New PO button to automatically add the

generated purchase order(s) to the appropriate Purchase
Order drop-down field(s).

. Click the Close button to close the window.
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Amend an Existing
Purchase Order for a
Special Order
Product

1.

Click a special order's View button to display the Special
Order Request window.

Vb

Select a purchase order from the product's Purchase Order
drop-down field.

Note: If the Purchase Order drop-down field does not
contain any purchase orders, the product may require a new
purchase order. Refer to Create a New Purchase Order for
a Special Order Product for more information.

Press the Enter key to automatically add the vendor
associated with the selected purchase order to the product's
Vendor drop-down field.

Click the Close button to close the window.

Print a Special Order

—

w

5.

Click a special order's View button to display the Special
Order Request window.

Vb

Click the Print SO button to display the special order
document.

Review the document and make changes as needed.

Save and Print a Document (see page 48) to create electronic
and hardcopy records of the special order.

Click the Close button to close the window.

3. Click the tab's Close button to close the screen.

362 - Purchasing Administration

AXIS™ Retail Management System



AXIS

from AcuSport

Receiving Administration

This section contains procedures to receive products, create invoices, return items to vendors, view records of
received items, and manage case quantities.
Case Quantity Values

A Case Quantity Value allows a product to be received and sold by the case (or other package containing
multiples of the product) while retaining inventory costs and numbers (QOH) at the single unit level.

« Manage Case Quantities (see page 383)

Receiving Inventory

Inventory items may be received by purchase order or packing slip. Both methods allow for adjustments to an
incoming item's ordered quantity, received quantity, cost, retail price, gross profit percentage, and vendor
product details. The receiving process directly impacts inventory levels and provides an opportunity to print
product labels.

o Receive Inventory ltems (see page 364)

o Import Purchase Order Data (see page 371)

Complete the Vendor Product Detail Window (see page 373)
Complete the Label Printing Window (see page 375)

Invoicing

Invoices are created through the receiving process. When an invoice is being processed, adjustments may be
made to an invoice item's invoiced quantity, cost, retail price, and gross profit percentage. The invoicing
process directly impacts calculated costs and accounting values.

« Manage Invoices (see page 378)

Vendor Returns

Vendor Returns may be documented for accounting purposes with a Return Merchandise Authorization
(RMA).
« Manage Vendor Returns (see page 389)

Receiving History
The Receiving History records provide an overview of all receiving records, invoices, and individual items
received during a selected time frame.

o View and Use the Receiving History Record (see page 385)
¢ View the Receiving History By Item Record (see page 388)
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Receive Inventory ltems

1. Navigate to the Receiving screen.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu
screen.

| oy - ey e e e e e g e g < oo
B & ¥

S — @

Recening

2. Select Receiving > Receiving from the main menu to display the Receiving screen.

3 Gaporm  WekOmn s
Select Vendor R ek
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eceive By Packing Slip
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i From T i soee [
L Search PO
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2. Complete any of the following procedures as desired to determine which purchase orders are
displayed on the screen:

o Filter by Vendor:
Click a vendor name in the Select Vendor list to display only purchase orders for that vendor.
(Click the All vendor name to display purchase orders for all vendors.)

Note: If needed, enter all or part of a vendor’s name in the field to show only matching vendors in
the Select Vendor list.

o Filter by Date:
Uncheck the All Dates checkbox, enter dates in the From and To fields, and click the Refresh
button to display only purchase orders from that date range.

« Filter by Significant Number:
Select an option (PO#, Scan UPC, Scan MFG #, Scan Item #,Scan Vendor Part #) from the
drop-down, enter all or part of the desired identifier in the text field, and click the Search POs
button to display only purchase orders that contain the entered text.

o Sortand Filter Onscreen Data (see page 40).

3. Complete the following procedures as needed to manage received products:

Receive Items with a 1. Click a purchase order's Details button to display the

Purchase Order Rec?iving 'Details screen.
2. Continue with the procedure below.
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Receive Iltems with a
Packing Slip

1. Click the appropriate vendor name in the Select Vendor list
to activate the Receive By Packing Slip button.

2. Click the Receive By Packing Slip button to display the
Receiving Details screen.

Note: From this point forward, the receiving record for the
packing slip will be considered a purchase order.

3. Continue with the procedure below.

Import Purchase
Order Data

Refer to Import Purchase Order Data (see page 371) for more
information.

Print a Receiving
Details Report

1. Click a purchase order's Details button to display the
Receiving Details screen.

2. Receive items as desired.

3. Click the Print Receiving button to display the Receiving
Details Report window.

T e T

4. Adjustdisplay as desired.

5. Click the Print report button to display the Print window.

6. Modify print options (e.g., select a different printer, adjust
settings, etc.) as needed.

7. Click the Print button to print the document.

8. Clickthe Close button on the Receiving Details Report
window to close it.
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Delete a Purchase 1. Click a purchase order’s Delete button to display a deletion
Order confirmation window.

Are you sure you want to delete this Purchase Order?

2. Click the Yes button to remove the purchase order from the
screen.

3. Click the tab's Close button to close the screen.
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4. Complete the following procedures as appropriate to identify the product(s) being received:
o Click afirearm's Receive Firearm button.
« Click a serialized nonfirearm's Receive Serialized Nonfirearm button.
o Enteraproduct's UPC (or other identification number):
1. Select a product identification option (Scan UPC, Scan MFG #, Scan Item #, or Scan
Vendor Part #) from the drop-down field.
2. Scan or enter the appropriate identifier (UPC, etc.) in the blank field and press the Enter
key.
Note: If the identifier is not already in the database, the system displays an identifier not
found message window featuring either a set of Yes and No buttons or a single OK
button. Complete one of the following as appropriate:

o Click a Yes button to display a new Product Edit window for the entered identifier.
(Refer to Manage Product Information (see page 149) for information on using this
window.)
« Clicka No button to close the window and use the Product Search function to
locate the desired item.
¢ Click an OK button to close the window and use the Product Search function to
locate the desired item.
o Select product(s) through the Product Search function:
1. Click the Product Search button to display the Product Search window.
2. Selectthe product(s) to be received.
Note: Multiple standard (non-serialized) products may be selected from the window.
Although this screen allows for the selection of multiple serialized (firearm or nonfirearm)
products, the system will display a description window for only one of them. For this
reason, RTG suggests selecting only one serialized product at a time through this feature.
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Refer to Select a Single Product (see page 27) and Select One or More Products (see

page 28) as appropriate.

5. Ifthe system displays a Vendor Product Detail window, Complete the Vendor Product Detail

Window (see page 373) as appropriate.

6. The system displays information based on the type of product identified:

If a firearm was identified... The system displays the Firearm Description window.

1.

4.

Describe a Firearm (see page 37).

Note: To receive multiples of the same firearm in a single
step, enter a serial number in the Serial Number(s) field and
press the Enter key to create a line for the next serial number.

The product list displays the selected firearm and increases
the value in its Qty Received field by the quantity of entered
serial numbers.

Click the Firearm tab to display each unique firearm/serial
number combination.

If needed, edit the date in the Acquisition Date field to reflect
the proper date of receiving for the Bound Book(s).

If a serialized nonfirearm
product was identified...

The system displays the Serialized Nonfirearm Description
window.

1.

Describe a Serialized Nonfirearm ltem (see page 39).

Note: To receive multiples of the same item in a single step,
enter a serial number in the Serial Number(s) field and press
the Enter key to create a line for the next serial number.

The product list displays the selected serialized product and
increases the value in its Qty Received field by the quantity of
entered serial numbers.

Click the Serialized Nonfirearms tab to display each unique
product/serial number combination.
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If a standard (non- The system displays the selected product in the product list and
serialized) product was increases the value in its Qty Received field by one. (Refer to Edit a
identified... Product's Quantity for information on manually editing this field.)

7. Complete the following procedures as needed to update received products:

Edit a Product's Quantity 1. Locate the product in the product list.

2. Edit the number in the product's Qty Received field.
3

1

. Continue with the procedure below.
. Click a product's Edit button to display its Product Edit

Edit a Product's

Product Edit Vendor Product Sales Analysis
Product Info Product Attribute Descriptol
Del Attribute Descriptor
» DEPARTMENT ACCESSORIES
— n Tem TEST ITEM
t MANUF ACTURER. TEST
sscription:  Gloves
.. Gloves, men's large
Updat
Produc ]
0 $0.00 — 1
S r——— Last $185 Juick Pick Registe
e $0.17 g
3
2
Product Tax Info Product Price Info
Del Tax Type Description Tax Rate jlDel Type Description Price
+| " Add Product Tax - Add/Update Product Price

2. Edit product information as needed.

Note: Refer to Manage Product Information (see page 149)
for more information on modifying information in this window.

Click the Submit button to close the Product Edit window.
Continue with the procedure below.

Edit a Firearm's Serial
Number or Description

Locate the firearm on the Firearms tab.

N 2 A

Click the firearm 's Edit button to display its Firearm
Description window.

3. Editthe serial number in the Serial Number(s) field as
needed.

Note: Refer to Describe a Firearm (see page 37) for
information on changing values in other fields.

4. Click the Submit button to close the Firearm Description
window.
5. Continue with the procedure below.
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Edit a Serialized 1. Locate the serialized nonfirearm product on the Serialized
Nonfirearm Product's Nonfirearms tab.

Serial Number 2. Click the product's Edit button to display its Serialized
Nonfirearm Description window.

Serialized Nonfirearm Description
UPC: 624853179123

Description: Test Serialized Item

Enter Serial Number and hit

Serial Number(s):l |' “Enter” to add new line

- Submit

3. Editthe serial number in the Serial Number(s) field as
needed.

4. Click the Submit button to close the Serialized Nonfirearm
Description window.

5. Continue with the procedure below.

8. Enter/edit Received Values as needed for each item.
Note: A user must be granted the ProductCost permission to view/use some of these fields.

Note: If an item is a firearm or a serialized non-firearm product, some of these fields may not be edited

directly.

Qty Ordered Enter the quantity of the item ordered.

Qty Received Enter the quantity of the item received.

Unit Cost Enter the actual unit cost for the item.

Retail Price Enter the retail price for the item to automatically
calculate and display the GP % value.
Note: GP% = (Retail Price - Unit Cost)/ Retail
Price

GP % Enter the gross profit percentage for the item to
automatically calculate and display the Retail Price
value.
Note: Retail Price = Unit Cost/(1-GP%)

Ext. Cost The system automatically calculates this amount by multiplying the Qty
Received by the Unit Cost.

9. Enter/edit Purchase Order information in the window as needed.
Note: Required fields and settings are displayed with red borders.

Invoice # Enter the invoice number.

Note: If an invoice number is not available, enter a placeholder number
(e.g., employee initials and the received date/time) and revise itat a
later date.

PO Date Enter the purchase order date (mm/dd/yyyy) or Select a Date (see
page 24) with the calendar button.
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Due Date Enter the date payment is due to the vendor (mm/dd/yyyy) or Select a
Date (see page 24) with the calendar button.

PO # Enter the purchase order number.

Standard Terms Select the appropriate terms option from the drop-down field.

Terms Enter additional or non-standard terms.

Vendor Order # Enter the vendor's order number.

Memo Enter notes as needed.

Shipping Enter shipping charges (e.g., freight, fuel surcharge, fees, etc.)
included on the invoice.

Discount Enter the discount amount for the entire invoice. (Do notinclude

discounts for individual items as these are entered in each item's
Discount % or Amount cell.)

Amount Due Enter the total amount due for the invoice. To calculate this amount,
add the sum of all Ext. Cost fields to the amount in the Shipping field
and subtract the amount in the Discount field.

10. Click the Submit button to display the Label Printing window.

Label Printing

Select Items and Quantity to Print
& Detail Item Cost Adjustment
Purchase Order # 141209-049-0

11. Complete the Label Printing Window (see page 375) to print labels and/or a receiving details report as
needed.
12. The system sends the purchase order to the Receiving History screen and generates a
corresponding invoice on the Invoicing screen.
13. Click the tab's Close button to close the screen.
Note: When appropriate, complete the Manage Invoices (see page 378) procedure to process the invoice for
the purchase order.
If needed, complete the View and Use the Receiving History Record (see page 385) procedure to review the
purchase order.
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Import Purchase Order Data

Complete the following procedure to import purchase order data into the Receiving screen by creating,
populating, and importing a formatted Excel file.

1. Navigate to the Receiving screen.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu

screen.
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8 | ==

Recening

e e e — = P —— S ot e

e o
e,

2. Select Receiving > Receiving from the main menu to display the Receiving screen.
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. Click the appropriate vendor name in the Select Vendor list to activate the Template and Import PO
buttons.

. Click the Template button to export the template format to an Excel file.

. Populate the Excel file with purchase order information.
Note: The file must adhere to the validation requirements indicated in row 1 and below:

o AllUPC’s must be in the system.
« All quantities must be positive integers.
« A PO number may be entered once (in cell A3) for the entire purchase order. If a PO number is
not entered, the system will generate one.
Note: If the file contains a PO number that is already in use, the system will allow the file to be
imported. If an imported file is a copy of an existing PO, be sure to delete the duplicate PO(s) from the
system.

. Save the Excelfile.

. Navigate to the Receiving screen and click the appropriate vendor name in the Select Vendor list to
activate the Template and Import PO buttons.

. Click the Import PO button to display the Load Excel Import window.
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8. Browse to the desired location.
9. Double-click the saved Excel file to select it and start the import process.

10. Ifthe system detects any errors, it displays the Import Complete with Errors window.

Import Complete with Errors

UPC "12345" does not exist in the system: 1

2 items uploaded 1 Errors

Please Print or Save the errors

Complete any of the following as needed:

o Click the Print/Save button to display the errors in a formatted template file that may be manually
printed and/or saved. Click another button as appropriate to close this window.

o Click the Continue button to continue with the import for the uploaded items.
o Click the Cancel button to cancel the import.

11. When the import is complete, the system displays the Upload Complete window.

Upload Complete

12. Click the Close button to close the window.
13. Complete the following procedure to view the imported purchase order:
1. Click the tab's Close button to close the screen.
2. Navigate to the Receiving screen.
3. Click the imported purchase order's Details button to display its Receiving Details screen.
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Complete the Vendor Product Detail Window
Complete the following procedure to complete the Vendor Product Detail window that appears during the
receiving process.

1. Navigate to the Vendor Product Detail window.

1. Receive Inventory ltems (see page 364).
2. When an item that does not have a vendor part number is identified during the receiving process,
the system displays the Vendor Product Detail window.

Note: To control the behavior of the Vendor Product Detail window for all products, refer to Manage
the Vendor Product Detail Windows (see page 81).

Vendor Product Detail

Gloves, men's large

Vendor Genuine Distribution, Inc.

Vendor Part # ‘ 1 ‘

Catalog Cost ‘ ‘

Vendor Priority (1 -]

Sell Pack ‘1 ‘

Da nat show the Vendeor Product Detail screen faor this UPC

- Submit

2. Complete one of the following procedures as appropriate to close the window:

Create a Vendor Part 1. Enter/edit the information in the fields:
Number for this product Vendor The vendor option is preselected and cannot
be changed.
Vendor Part # Enter the vendor’s part number for the
product.
Catalog Cost |Enter the product’s cost from the vendor’s
catalog.
Vendor Select the vendor’s relative rank (1-5) among
Priority possible vendors of this product from the
drop-down.
Sell Pack Enter the minimum number (generally 1) of
the product that can be purchased.

2. Click the Submit button to create a vendor part number for
the product.

Note: The system will no longer display the Vendor Product
Detail window when this product is identified on a purchase
order for the associated vendor during the receiving process.
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Skip the creation of a Click the Cancel button to close the window.
Vendor Part Number for  Note: The system will continue to display the Vendor Product

this product Detail window when this product is identified during the receiving
process.

Disable the Vendor 1. Check the Do not show the Vendor Product Detail

Product Detail window screen for this UPC checkbox.

for this product 2. Click the Submit button to close the window.

Note: The system will no longer display the Vendor Product
Detail window when this product is identified during the
receiving process. Refer to Manage the Vendor Product
Detail Windows (see page 81) for information on undoing this
procedure.

3. Continue receiving the product.
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Complete the Label Printing Window
Complete the following procedure to complete the Label Printing window that appears during various
processes.
1. Navigate to the Label Printing window.
Complete any of the following procedures to display the Label Printing window:

o Receive Inventory ltems (see page 364):
Enter data on the Receiving Details screen and click the Submit button.

« Manage Invoices (see page 378):
Enter data on the Invoice Details screen and click the Submit button.

« View and Use the Receiving History Record (see page 385):
Click a Details button to display a corresponding details history screen and click an item's Print
button.

Label Printing

Select Items and Quantity to Print
& Detail Item Cost Adjustment
Purchase Order # 141209-049-0

Qty Orered Qy Fcervea Gy Retumed QoM | LstCost  Unit Cost  Retad Price

Note: A user must be granted the ProductCost permission to view/use some of the fields on this
window.

2. Complete the following procedures as appropriate:

Print label(s) for the 1. Complete any of these procedures to select the product(s) for
selected product(s) which labels will be printed:
o Check a product’s checkbox to select it.
¢ Uncheck a product's checkbox to deselect it.
o Check the Qty to Print column header checkbox to
select all products.
o Uncheck the Qty to Print column header checkbox to
deselect all products.
2. Ifdesired, edit the number in a selected product's Qty to
Print field.

3. Ifdesired, edit the amount in a selected product's Unit Cost
field.
Note: This field can only be modified when printing from a
receiving record.

4. If desired, edit the number in a selected product's Retail
Price field.

5. Click the Submit button to print labels for selected products
and close the Label Printing window.
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Print a Receiving Details

Report

1.

w

o

If available, click the Print Receiving button to display the

Receiving Details Report window.

: ok Recalving Details Repart ’"‘:
-?l\(lﬂ\'!(_lﬁt’lt\llfl:\! NonFirearmes
| Close
Adjust display as desired.

Click the Print report button to display the Print window.
Modify print options (e.g., select a different printer, adjust

settings, etc.) as needed.
Click the Print button to print the document.

Click the Close button on the Receiving Details Report

window to close it.

Complete either of the following to close the Label Printing

window:
o Print product labels as needed.
o Click the Cancel button.

376 - Receiving Administration

AXIS™ Retail Management System



Print an Invoice Report 1. Ifavailable, click the Print Invoice button to display the
Invoice Report window.

GOIOD Nt | ma N R

P

2. Adjust display as desired.
Click the Print report button to display the Print window.

w

4. Modify print options (e.g., select a different printer, adjust
settings, etc.) as needed.

Click the Print button to print the document.
6. Click the Close button on the Invoice Report window to
close it.
7. Complete either of the following to close the Label Printing
window:
o Print product labels as needed.
« Click the Cancel button.

o
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Manage Invoices

1. Navigate to the Invoicing screen.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu
screen.

e e e e R e et
@ 51‘4: ;

Imvarcing

2. SelectReceiving > Invoicing from the main menu to display the Invoicing screen.
[ e e ot empiyees Supes Uit 14311 —————
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Invoicing

Vendor: All

Amount PO #RMA #
$0.00 141309-045-0
$0.00 141204-044-0
$0.00 1412030320
3000 141202-026-0-80-0
$0.00 141202-028-0
$0.00 141202-027-0
Acusport ] 999999 112572004 $1.25 1411250320

2. Complete any of the following procedures as desired to determine which invoices are displayed on the
screen:

o Filter by Vendor:
Click a vendor name in the Select Vendor list to display only invoices for that vendor. (Click the
All vendor name to display invoices for all vendors.)

Note: If needed, enter all or part of a vendor’s name in the field to show only matching vendors in
the Select Vendor list.

« Filter by Date:
Uncheck the All Dates checkbox, enter dates in the From and To fields, and click the Refresh
button to display only invoices from that date range.

o Filter by PO Number:
Enter all or part of a PO number in the Search POs field and click the Search POs button to
display only purchase orders that contain the entered text.

o Sort and Filter Onscreen Data (see page 40).

3. Complete the following procedures as needed to manage invoices:

Comp|ete an Invoice 1. Click an invoice's Details button to display the Invoicing
Details screen.

2. Continue with the procedure below.
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Merge Invoices

. Click the appropriate vendor name in the Select Vendor list
to activate the Merge column.

. Check an invoice's Merge column checkbox to include it in the

merge.

Note: At least two invoices must be checked to perform a
merge.

. Click the Merge button (the Mergecolumn header) to display

the parent invoice selection window.

Please select the invoice, which will represent the
parent invoice

Invoice #  Vendor Vendor Order#  Amount PO#

Acme Supply 111222334 $413.25  141203-036-0
Acme Supply 111222333 $7.50 141203-035-0

l Cancel l Select Parent

. Click an invoice to select it as the parent invoice.

Note: The parentinvoice's identifying information will display
on the Invoicing Details screen.

. Click the Select Parent button to combine the selected

invoices into a single entry on the Invoicing screen.

User Guide

Receiving Administration - 379



Print an Invoice 1. Click an invoice's Details button to display the Invoicing

Report Details soreen.
2. Enter/edit data as needed.

3. Click the Print Invoice button to display the Invoice Report
window.

YLy ] Serer e e

-

4. Adjustdisplay as desired.

o

Click the Print report button to display the Print window.
6. Modify print options (e.g., select a different printer, adjust

settings, etc.) as needed.

Click the Print button to print the document.

8. Click the Close button on the Invoice Report window to

closeiit.

N

Delete an Invoice 1. Click aninvoice's Delete button to display a deletion
confirmation window.

2. Click the Yes button to remove the invoice from the screen.
Note: A deleted invoice cannot be retrieved.

3. Click the tab's Close button to close the screen.
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# Foe

L0004 12045 oussInIRMA
141209-045-0| 1234567450 Ea855179223
LOLNA-OMS0 1IMEETEND | 99990995001

Puthaung  Rame  fecer  Rapom  WorkOwen  Ses

Invoice Details
Vendor: AcuSport

3 £
Gltreie, e’ it 2 1 5

Totals

4. Enter/edit Invoice Values as needed for each item.
Note: A user must be granted the ProductCost permission to view/use some of these fields.

Qty Invoiced

Enter the quantity of the item being invoiced.

Unit Cost

Enter the actual unit cost for the item.

Retail Price

Enter the retail price for the item to automatically
calculate and display the GP % value.

Note: GP% = (Retail Price - Unit Cost)/ Retail
Price

GP %

Enter the gross profit percentage for the item to
automatically calculate and display the Retail Price
value.

Note: Retail Price = Unit Cost/ (1-GP%)

Ext. Cost

The system automatically calculates this amount by multiplying the Qty
Invoiced by the Unit Cost.

5. Enter Invoice information in the window.

Note: Required fields and settings are displayed with red borders.

Invoice # Enter the invoice number.
Note: If an invoice number is not available, enter a placeholder number
(e.g., employee initials and the received date/time) and revise it at a later
date.

Received Date Enter the invoice date (mm/dd/yyyy) or Select a Date (see page 24) with the
calendar button.

Due Date Enter the date payment is due to the vendor (mm/dd/yyyy) or Select a Date
(see page 24) with the calendar button.

Standard Terms Select the appropriate terms option from the drop-down field.

Terms Enter additional or non-standard terms.

Memo Enter notes as needed.

Shipping Enter shipping charges (e.qg., freight, fuel surcharge, fees, etc.) included on
the invoice.

Discount Enter the discount amount for the entire invoice. (Do not include discounts
for individual items as these are entered in each item's Discount % or
Amount cell.)
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Amount Due

Enter the total amount due for the invoice. To calculate this amount, add the
sum of all Ext. Cost fields to the amount in the Shipping field and subtract

the amount in the Discount field.

6. When all fields have been completed, click the Submit button to display the Label Printing window.

Note: If the value in the Amount Due field does not equal the calculated value (sum of all Ext. Cost
fields + Shipping charges - Discount), the system displays a Totals do not match error message

window.

Totals do not match

e

Calculated total of $396.00 does not equal th.
Save anyway?

e entered Amount Due of $0.00.

Pur

Label Printing

Select Items and Quantity to Print

chase Order # 141209-049-0

Retail Prace.

 printlnvoice  [[Ganesll]  [5ubmit |

Qty to Print PC Item Deseriptasn Qeylrvoiced Qty Recehed QoH | LastCost Unit Coat
01382715 SerialTTTTTTITI000 TEST FIREARM A o 1 75|  sm0n0l  s7sano $B5A00
i TEST FIREARM A ] 1] 75 sys0pa.  g7sooo S85A00
st Serialized ltem 2 M siee s 52000
Glevis 2 2| 59 §185 §185 8000

Click the No button to close the window and make corrections as needed.

7. Complete the Label Printing Window (see page 375) to print labels and/or an invoice report as needed.

8. The system sends the invoice to the Receiving History screen.

9. Click the tab's Close button to close the screen.
Note: If needed, complete the View and Use the Receiving History Record (see page 385) procedure to

review the invoice.
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Manage Case Quantities

1. Navigate to the Case Quantity screen.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu
screen.

Case Quantity

unit UPC Case UPC unit Count Description
4 B 123456759001 123456789002 12

2. Complete the following procedures as needed to manage case quantities:

Set Up a Case 1. Click the Search button beside the Selling Unit UPC field to
Qu antity display the Product Search window.

2. Select a Single Product (see page 27) to identify the selling

3. Clickthe Search button beside the Case UPC field to display
the Product Search window.

4. Select a Single Product (see page 27) to identify the case
UPC (typically a case or multi-pack item).

Note: If the case UPC does not exist in the database, refer to
Manage Product Information (see page 149) for information
on adding the case UPC to the product database. Be sure to
uncheck the Is Stock Item checkbox and set the price
according to the contents of the case UPC.

o,

Enter the number of units per case in the Units/Case field.
6. Click the Submit button to add the case quantity to the
screen.
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Edit a Case Quantity 1. Click a case quantity's Edit button to display the Edit Case
Quantity window.
Edit Case Quantity

Unit UPC
123456789001

Case UPC
123456789002

Units/Case
12

2. Edit the number of units per case in the Units/Case field.
3. Click the Submit button to display the case quantity's edited
Unit Count on the screen.

Delete a Case 1. Click a case quantity's Delete button to display a deletion
Quantity confirmation window.

By deleting this Case Quantity definition, the case UPC will be converted
to a stock item and all outstanding orders will be posted directly to the
unit/case UPC. No conversion on currently ordered merchandise will

occur when received. Are you sure you
want to delete this Case Quantity?
2. Click the Yes button to remove the case quantity from the
screen.

3. Click the tab's Close button to close the screen.
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View and Use the Receiving History Record

1. Navigate to the Receiving History screen.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu
screen.

| e e R e
L I ‘l =
o 5
Recening
History

2. Select Receiving > Receiving History from the main menu to display the Receiving History

screen.
Receiving History,
- s [ [ ]
Al
Detads « Prisn Subsmitzed Date 1 Type Vendar PO Brvaiice # User ID
& 9 120272014 Ivoice | Acuspont 130619-021-0 | 3456765434 Super User
[ S 1202008 Iowokce Acspon 1811250230 ] Super User
L.} [+ 12/02/2014 Trrvcice AcuSpon 1412020350 I8 Super Liser
T 1202/2018 | Irwoice [Acuspon 50-140310-005-1 999999 | Super User
L. & 13/02/2014 | Recehing scme Supply 1412020290 Super Uss
a o 12/02/2014  Receiving | AcuSport |141202-028-0 Super Usar
! Y 12/02/2014  Recehving AcuSport 130618-013-0 Super Liser
8 [Ty 12/02/2014 Rexening | AcuSpan 1411250230 | | Super Uiser
_ [+ 12/02/2014 Recehing AruSport 141202-025-0 Super User
lc [+ SO By Lot DD | Sauper User
b [+ 11/26/2014 | Irwoice Gerwine Distribution. fnc 141126-024-0 959990022 Super User
8 1/26/2018 | Recsiving [ Gerwiine Distrittion Inc. 1411260240 Super User
LY a /I5014 | Recening AouSpon 1411250220 Supsr Lise
2. Complete any of the following procedures as desired to determine which items are displayed on the
screen:

« Filter by Date:
Enter starting and ending dates in the Date Range fields and click the Refresh button to display

only items from that date range.

o Filter by Type:
Select an option (All, Receiving, Invoice) from the History Type drop-down to display only

items of the selected type.
o Sortand Filter Onscreen Data (see page 40).
3. Complete the following procedures as desired:
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Review a Purchase
Order

1.

Click a purchase order's Details button to display its
Receiving Details History screen.

e Receiving Details History
— . \as 0 .

If desired, click an item's Print Labels button to display the
Label Printing window and Complete the Label Printing
Window (see page 375) to print labels and/or a receiving
details report as needed.

Click the Back button to close the Receiving Details History
screen.

Print a Receiving
Details Report

w

o

. Click a purchase order's Print button to display its Receiving

Details Report window.

s e e T

Adjust display as desired.
Click the Print report button to display the Print window.

Modify print options (e.g., select a different printer, adjust
settings, etc.) as needed.

Click the Print button to print the document.

Click the Close button on the Receiving Details Report
window to close it.
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Review an Invoice 1. Click aninvoice's Details button to display its Invoice Details
History screen.
2. Ifdesired, click an item's Print Labels button to display the
Label Printing window and Complete the Label Printing
Window (see page 375) to print labels and/or an invoice report
as needed.
3. Click the Back button to close the Invoice Details History
screen.
Print an Invoice 1. Click an invoice's Print button to display its Invoice Report
indow.
Report e —
o o N
_____ a s Railll
| Close
2. Adjustdisplay as desired.
3. Click the Print report button to display the Print window.
4. Modify print options (e.g., select a different printer, adjust
settings, etc.) as needed.
5. Click the Print button to print the document.
6. Clickthe Close button on the Invoice Report window to

close it.

4. Click the tab's Close button to close the screen.

User Guide

Receiving Administration - 387



View the Receiving History By Iltem Record

1. Navigate to the Receiving History By Item screen.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu
screen.

| e e e e e R et
B & w i + v
R ey | .

e ot P - +

Recering History|
By Ttem |

2. Select Receiving > Receiving History By Item from the main menu to display the Receiving
History By Item screen.

e T

lnﬂ:-\.Iﬂ:ﬂplﬂ_n!mﬁ-ﬂqmmmwmﬂml—_qmwu»n;‘wl*!b*_-\_-.
O B wo ¢ &

Beterg ey Vendis  Reveersy Spcemeg sty
Fators | Fsy Byhem

LC Covmeem won Racng sty

L3

i T—— N ) (6

2. Enter starting and ending dates in the Date Range fields and click the Submit button to display items
from that date range.

3. Select starting and ending date/time combinations from the Received Time Range drop-downs to
items from that date/time range.

i Ac - Do Coer g har 141131
Receiving History By Item
- § T T - | W o SEEEE
#i Date Received upc Manutactirer # 1, Employee | Depart U  Purchase Order Gy Crdered 1 Gy Received & Cost BaCost . Finesems
2014 Dec 03 1243 PM | 99999999001 [ Super user | Db e [1a1203-097-0 [ of 4] sies 8440
2014 Dec 03 1248 PM | 999999909002 | | Super User | | 141203-036-0 | o 15 52755 841025
2014 Dec 03 1247 PM | 599999959003 Super User 141203-035-0 0 10 $075 $7.50
2014 Dec 03 0949 AM | 023614259558 | TEST | Super User | FIREARM 12030330 o 1 $500.00 $500.00, SRIIRIOINT
2014 Dec 03 05042 AM | DAVIDS Super User 141203-032-0 1 1 $10.00 $10.00 | 59999999009
2014 Dec2 0434 P 909090909001 | SuperUser |ACCESS i M, SAT0-008 08001 2 L LAY $025)
2014 Dec 02 04:34 PA | 999999999002 Super User C ibution, Inc. | 141202-026-0-80-01 5 5 $2758 $137.75
| 2014 Dec 02 04:33 PM | 999999999003 | | Super User T 3 3} 5075 $225]
2014 Dec 02 0101 PM | 599999090907 Super Liser | FIREARMS Acme Supply 141202-029-0 o 1 $100.00 $100.00 | 5575001
2014 Dec 021225 TEST [Super User | FIREARMS | Acuspon (1412020280 1] 1 om0 $50000| 599887001
2014 Dec 02 12:25 PM | 624853179123 Super User | SERIALIZED [TEMS | AcuSpon 141202-028-0 1 1 $10.00 $10.00 | FREER0004
2014 Dec 02 1225 PM | 999999999003 | | Super User | ACCESSORES | AcuSport (112020380 1] 1 075 s075]

4. Sortand Filter Onscreen Data (see page 40) as needed.
5. Click the tab's Close button to close the screen.
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Manage Vendor Returns

1. Navigate to the Edit Vendor Returns screen.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu
screen.

g g Y T W B T
3 & wi | -
Vendor
Returns

2. Select Receiving > Vendor Returns from the main menu to display the Edit Vendor Returns
screen.

Seiect Vendor Edit Vendor Returns,

Al

AB Vendor Returns dated This Quarter-1o-date = From 4 fillTe =4 [

2. Click a vendor name in the Select Vendor list to display the vendor's returns on the screen.

Note: If needed, enter all or part of a vendor’s name in the field to show only matching vendors in the
Select Vendor list.

3. Complete the following procedure to display returns from a particular time frame:

1. Select a predefined time frame option (e.g., "All Vendor Returns dated Last Quarter") from the
drop-down at the top of the page to automatically fill the From and To fields.

Note: To create a custom time frame, select the "All Vendor Returns dated in Custom period"
option from the drop-down field and enter starting and ending dates in the From and To fields.

2. Click the Shows Returns button to display all invoices dated during the time frame.

Scmemng  Cuvmerddmn s Pocktes  feemmy  Cummihey e Maugenes  Mmbaihgy  MutGe  Paroneel 0L Msmgeest Py buthwng  Mange e Baporm  WerkOwn  bem

Select Vendor Edit Vendor Returns,

AnuSport Al Vendor Returns dated Ths Guaner-to-date = From 1017904 8| To |10wq0 e

Delete RMA Number  Date Retumes =
» SOSEERTTEOAR | 12/00,2004
GISESETTTO02 | 12/04/2014

4. Ifneeded, Sortand Filter Onscreen Data (see page 40).
5. Complete the following procedures as appropriate to manage vendor returns:

Create a Vendor 1. Click the New Vendor Return button to display the return
definition section.
Return 2. Continue with the procedure below.

Edit a Vendor 1. Click a return's checkbox in the far left column to display its
return definition section.
Return 2. Continue with the procedure below.
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Delete a Vendor 1. Click areturn’s Delete button to display a deletion
confirmation window.

2. Click the Yes button to remove the return from the screen.

3. Click the tab's Close button to close the screen.

Return

Mcowmng  Cuomerddmn  ldwrion  fecktes  feeswms  Gummiteg ety Mursgeess  Mmbethps  Mutfiy  Pessonsl  POlMaagemest  fucrg  Pechesng  Rage  feorcg  Bapom  WokOen  Seg

Select Vendor Edit Vendor Returns,

6. Enter/editthe RMA (return merchandise authorization) number in the RMA Number field.
7. Enter/edit the date of the return in the Date Returned field.
8. Compete the following procedure for each item to be returned:

1

2.
3.
4.

7.
8.

Click the Add Item button to create an open entry in the return detail table.
If appropriate, select the associated purchase order from the Purchase Order drop-down.
Select the item's UPC from the UPC drop-down (or scan/enter the desired UPC in the field).
If the item is a firearm or serialized non-firearm item, complete one of the following procedures as
appropriate:
o EnteraFirearm's Log Number:
1. Click the Select button in the Firearm (Log #) Or Non-Firearm Serial Number
field to display the Firearm Inventory window.
2. Check the firearm's Select checkbox (or enter its log number in Scan Log # here
field and press the Enter key) to select the firearm.
3. Click the Submit button to place the firearm's log number in the Firearm (Log #)
Or Non-Firearm Serial Number field.
o Enter a Serialized Non-Firearm Item's Serial Number:
1. Click the Select button in the Firearm (Log #) Or Non-Firearm Serial Number
field to display the Select Product Serial Number window..
2. Select the appropriate serial number from the drop-down field.
3. Click the Select button to place the item's serial number in the Firearm (Log #) Or
Non-Firearm Serial Number field.
Edit the amount in the Qty Returned field as needed.

Select the vendor's remedy for the situation from the Vendor Action drop-down.

Note: If "Issue credit" is selected for one item in a return, it must be selected for all items in the
return.

Select the shipping paid option from the Shipping Paid drop-down.
Enter the reason the item is being returned in the Reason field.

9. Click the Submit button to add/update the vendor return on the list.
10. Click the tab's Close button to close the screen.
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AXIS

from AcuSport

Accounting Administration

The Accounting Module links accounting information in the AXIS RMS with a third party accounting program
(i.e., QuickBooks).

o The Accounting Module works with all currently-supported versions of QuickBooks, but not with the
web-based version.

« Allcomputers on which the Accounting Module will be used must have AXIS RMS, a supported version
of QuickBooks, and the QuickBooks SDK installed.

« Administrator rights are needed to perform the following procedures.

Accounting Procedures

o Install the QuickBooks SDK File (see page 392)
Complete this procedure one time (for each computer).

o Configure the Accounting Module (see page 393)
Complete this procedure one time for a single store.

o Set Up Accounting Links and Features (see page 394)
Complete this procedure one time to establish a link between components and match AXIS RMS
elements to corresponding QuickBook elements. Repeat as needed in the future to add or update
matches.

o Post Accounts Payable Invoices to the Accounting Software (see page 402)
Complete this procedure daily or on an as-needed basis to post accounting data to QuickBooks
software.

o Post Accounting Entries to the Accounting Software (see page 404)
Complete this procedure daily or on an as-needed basis to post accounting data to QuickBooks
software.

o Post Inventory Adjustments to the Accounting Software (see page 407)
Complete this procedure to post one or more inventory adjustment entries to the QuickBooks
application.
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Install the QuickBooks SDK File

Complete the following procedure to install the QuickBooks SDK file.
1. Contact RTG Support Line at RTGSupport@AcuSport.com or 1-800-547-7120 and request a link
to the location of the QuickBooks SDK File.
2. Download the QuickBooks SDK File from the provided link/location.
3. Double-click the file to display the Security Warning window.
Open File - Security Warning . ﬁ

Do you want to run this file?

Name: C\Users\smadsen\Desktop'qbsdkl30.exe
@ Publisher: Intuit, Inc

Type: Application

From: Ch\Users\smadsen'Desktopgbsdkl30.exe

Always ask before opening this file fl

i \I While files from the Intemet can be useful, this file type can
potentialty harm your computer. Only run software from publishers

-4 you trust. What's the risk? (]
— E—
4. Click the Run button to display the InstallShield Wizard window and begin installation.

ﬁl QuickBooks SDK 13.0 - InstallShield W'lzard: &’

InstaliShield Wizard Completed
QBS DK ;gi ‘FS?"ET‘S!"F _\"{\z:rhdn hasts;\ccasﬁ,ﬂy installed QuickBooks

13.0 e i o v

I

WHQB) ]

5. When the installation is complete, click the Finish button to display the Getting started with the
QuickBooks SDK graphicin a new window.

g U e
AR ‘E‘
-

= Hle

EE =l

6. Review the graphic as needed.
7. Click the window’s Close button to close it.
8. Proceed to Configure the Accounting Module (see page 393).
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Configure the Accounting Module

Complete the following procedure to configure the Accounting Module to work with QuickBooks.
1. Navigate to the store's Store Information for screen.
1. Ifitis open, close the Data Center (IMS) application.
2. Make sure all other users are logged out of the QuickBooks application.
3. Log in to the QuickBooks application with Administrator rights.
4

. LogInto the Data Center Application (see page 16) to display the Data Center Main Menu
screen.

P g T g = e g e g S W
i & W 5 0 & 52 Yy 6 ¢« N

5. Select Setup > Store Info from the main menu to display the Store Look-up window.

Note: If needed, enter all or part of a store’s name in the Store Name field to restrict the stores
shown in the list.

6. Double-click a store’s name to display its Store Information for screen.

e gy

Store Information for Axis One_

Name: _ Axis Oe Addresses (3 bt Changes.

dress 10 1349 South Blossom Trail

2. Select the “QuickBooks” option from the Accounting Package Type drop-down field.

3. Click the Submit Changes button to display a “Record saved” confirmation message below the
button.

4. Close the Data Center application.
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Set Up Accounting Links and Features

Complete the following procedure to establish links between the Accounting Module and associated

QuickBooks accounts and locations.

1. Navigate to the Accounting Setup screen.
1. Ifitis open, close the Data Center (IMS) application.
2. Make sure all other users are logged out of the QuickBooks application.
3. Log in to the QuickBooks application with Administrator rights.
4

. Log Into the Data Center Application (see page 16) to display the Data Center Main Menu

screen.

5. Select Accounting > Set Up Accounting from the main menu to display the Accounting
Setup screen and an error message.

Note: If this message appears during initial setup, it may be ignored. If it appears during a
subsequent procedure, check the QuickBooks program to make sure it is open and there are no

other users.

Axis is unable to load an Accounting File. Please launch your accounting software, load the appropriate file, and click the Refresh button.

6. Click the Close button to close the window.

Accounting Setup

Accounting Path:

Liability Accounts

Invoice Accounts

artment Accounts

Asset Accounts

2. Click the green Refresh button to display the Application with No Certificate window.
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-
QuickBooks - Application with No Certificate ==

An application without a certificate is requesting access to the
following QuickBooks company fle:
[— vy Hote
Access may indude reading and modifying QuickBooks data as well as
enhanding the QuickBooks user interface.
The Applcation Cals Itself
Access DataCenter

Certificate Information
Thi —d

not have a
cannot verify the developer's identity.
QuickBiooks Solutions Marketplace
Search for information about this application at the

7 QuickBooks Solutions Marketplace f

Do you want to allow this application to read and modify this company file?
© No

() Yes, prompt each time
Yes, whenever this QuickBooks company fle is open

@ Hes, ahays: Alow 3ccess even i Oliddiocks s ot rimning:

7] Alow this application to access personal data such as Social Security Kumbers and
customer credit card information. Tell me more

[ I e N ——

3. Click the button in front of the Yes, always; allow access even if QuickBooks is not running
option to selectit.

4. Click the Continue button to display the Confirm to Proceed window.

[ contm o roceed Rl

#9% This application is not signed with a digital certificate. If you allow unsigned applications to
L access your file, a different application could use the same application name and possibly
misuse your data, For suggestions about enhancing the safety of your company's data, dick
Help.

Are you sure you want to allow this access?

5. Click the Yes button to display the Access Confirmation window.

Access Confirmation S— ﬁ

e — —
‘You have chosen to grant the application
Access DataCenter
access to the QuickBooks company file
Company Name
any time, even if QuickBooks is not running.

Access rights:
-Read and modify QuickBooks data
(MOT induding personal data)
-Enhance the QuickBooks user interface

6. Click the Done button to close the window and display a confirmation window on the Accounting
Setup screen.

The accounting file you are attempting to open is different than the one
currently loaded in Axis. Are these files the same?

Click "Yes" if the following file paths correspond to the same accounting
file:

Old File:

New File: C:\Users\Public\Documents\Intuit\QuickBooks\Company Files
\Company Name.qbw

7. Click the Yes button to populate the Accounting Path field on the Accounting Setup screen.
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Accounting Setup

Accounting Path: [Eilsen\Public\Docoments\lntuit\ QuickBooks\Company FilestCompany Name.qbw ) ]

| Liability Accounts Invoice Accounts |

8. Foreach account type (Work Order Deposits, Layaway, Cash Deposits, etc.) in the Liability
Accounts, Asset Accounts, and Invoice Accounts sections, select the corresponding QuickBooks
account from the associated drop-down field.

Note: If no accounts are available in the drop-down, no valid accounts could be located in the
QuickBooks program.

9. Complete the following procedures to establish links between the module and associated QuickBooks
accounts:
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Link |nvent0|"y 1. Click the Inventory Accounts button to display the
| A i _
Accounts to nventory Accounts window

Departments Inventory Accounts
[El |ACCESSORIES ( - |-
[] |ACCESSORIES | |
[ |AMMUNITION ( | 1
] |AMMUNITION | -
E |AMMUNITION ( -
[] |EDUCATIONAL CLASSES | |
[E |FIREARMS ( |
] |FIREARMS [ |
O |GIFT ( ]
71 |GUN ACCESSORIES [ |

Unassigned Inventory: [ -] I

Group Change

- Set to selected account: [ -] -
| Cancel  Submit

2. Complete these procedures as needed to link QuickBooks
Inventory accounts to Departments:
¢ Link an accountto a Department:
1. Locate the Department’s drop-down field in the
GL Account column.
2. Select the corresponding QuickBooks account
(or the blank option to clear the field).
¢ Link an account to multiple departments:
1. Check the checkboxes in front of all desired
Departments to select them (or click the Select
All button to select all Departments).
2. Select the corresponding QuickBooks account
(or the blank option) from the Set to selected
account drop-down field.
3. Click the Set button.
¢ Link an account to unassigned inventory (for items not
currently assigned to a department):
1. Locate the Unassigned Inventory drop-down
field.

2. Select the corresponding QuickBooks account
(or the blank option to clear the field).

Note: When an unassigned item is assigned to a
Department, it will automatically track to the
account linked to that Department.

3. Click the Submit button to save changes and display a
confirmation window.

4. Click the OK button to close the window.
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Link Cost of Goods
Sold (COGS)
Accounts to
Departments

1. Clickthe Cogs Accounts button to display the COGS
Accounts window.

COGS Accounts

Department GL Account

ACCESSORIES

ACCESSORIES

AMMUNITION

AMMUNITION

EDUCATIONAL CLASSES

FIREARMS

FIREARMS

GIFT

O O MCR @ fCN @ fON @ pOR @

[
[
[
[
AMMUNITION ( -
[
(
[
[
[

GUN ACCESSORIES

Unassigned Cost of Goods Sold: ( - J

Group Change

- Set to selected account: [ -] -
| Cancel  Submit

2. Complete these procedures as needed to link QuickBooks
Cost of Goods Sold accounts to Departments:
o Linkan accountto a Department:
1. Locate the Department’s drop-down field in the
GL Account column.
2. Select the corresponding QuickBooks account
(or the blank option to clear the field).
« Link an account to multiple departments:
1. Check the checkboxes in front of all desired
Departments to select them (or click the Select
All button to select all Departments).
2. Select the corresponding QuickBooks account
(or the blank option) from the Set to selected
account drop-down field.
3. Click the Set button.
« Link an account to unassigned cost of goods sold (for
items not currently assigned to a department):
1. Locate the Unassigned Cost of Goods Sold
drop-down field.
2. Select the corresponding QuickBooks account
(or the blank option to clear the field).

Note: When an unassigned item is assigned to a
Department, it will automatically track to the
account linked to that Department.

3. Click the Submit button to save changes and display a
confirmation window.

4. Click the OK button to close the window.
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Link Sales Accounts 1. Clickthe Sales Accounts button to display the Sales
A indow.
to Departments ccounts window

Sales Accounts

Department GL Account

ACCESSORIES - ]

( ]
[ ]
( ]
[ ]
AMMUNITION ( -
[ ]
( )
[ ]
( ]
[ |

ACCESSORIES

AMMUNITION

AMMUNITION

EDUCATIONAL CLASSES

FIREARMS

FIREARMS

GIFT

O O /0OF @ /08 @ foN @ fON O

GUN ACCESSORIES

Unassigned Sales: [ -] I

Group Change

- Set to selected account: | -] -
| Cancel  Submit

2. Complete these procedures as needed to link QuickBooks
Sales accounts to Departments:
¢ Linkan accountto a Department:
1. Locate the Department’s drop-down field in the
GL Account column.
2. Select the corresponding QuickBooks account
(or the blank option to clear the field).
o Link an account to multiple departments:
1. Check the checkboxes in front of all desired
Departments to select them (or click the Select
All button to select all Departments).
2. Select the corresponding QuickBooks account
(or the blank option) from the Set to selected
account drop-down field.
3. Click the Set button.
¢ Link an account to unassigned sales (for items not
currently assigned to a department):
1. Locate the Unassigned Sales drop-down field.
2. Select the corresponding QuickBooks account
(or the blank option to clear the field).

Note: When an unassigned item is assigned to a
Department, it will automatically track to the
account linked to that Department.

3. Click the Submit button to save changes and display a
confirmation window.

4. Click the OK button to close the window.
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Link Vendor 1. Click the Vendor List button to display the Vendor
A i )
Accounts to ccounts window

VendOI'S Vendor Accounts
Acusport ( |
Acusport [ |
Acusport ( |
Al's Guns [ |
TechAim Distributor Inc ( )
| Concel  Submit

2. Complete this procedure for each Vendor in the AXIS
Vendor column:

1. Locate the Vendor’s drop-down field in the QB Vendor
column.

2. Select the corresponding QuickBooks vendor (or the
blank option to clear the field).
Note: If no vendors are available in the drop-down, no

valid vendors could be located in the QuickBooks
program.

3. Click the Submit button to save changes and display a
confirmation window.

4. Click the OK button to close the window.
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Link Tax Accounts
to Tax Types

1. Click the Sales Tax Accounts button to display the Tax

Accounts window.

Tax Accounts

[ Show Inactive Tax Accounts

Tax Type QB Tax Account

Tax Vendor

COUNTY TAX ( (

-]

-]

-]
FIREARMS TAX | ~ |
-]

STATE TAX (

(

-]

2. Complete this procedure for each Tax Type in the Tax Type

column:

1. Locate the Tax Type’s drop-down field in the QB Tax

Account column.

2. Select the corresponding QuickBooks tax account (or

the blank option to clear the field).

3. Locate the Tax Type’s drop-down field in the Tax

Vendor column.

4. Select the corresponding QuickBooks tax vendor (or

the blank option to clear the field).

3. Click the Submit button to save changes and display a

confirmation window.
4. Click the OK button to close the window.

Link a QB Account
to the Paid Out
Account

Select the appropriate QuickBooks account from the Paid Out

account’s drop-down field.

Link a QB Account
to the Adjustment
Account

Select the appropriate QuickBooks account from the Adjustment

Account drop-down field.

10. Click the Submit button to save changes and display an exit confirmation window.

Exit Setup and Save Changes?

11. Click the Yes button to save changes and close the Accounting Setup screen.

Note: If a Department, Vendor, or Tax Type is added to the AXIS RMS following this initial setup,
repeat the relevant portions of this procedure as needed to account for the new additions and any other

changes.
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Post Accounts Payable Invoices to the Accounting
Software

Complete the following procedure to post one or more accounts payable invoices to the QuickBooks
application.

Note: If an error message like the one shown below appears while completing this procedure, one or more of
a selected invoice’s data fields have not been mapped to corresponding QuickBooks accounts.

The following item(s) need to be mapped before any further actions can occur.
Vendor: Acusport
Inventory: ACCESSORIES

Complete the following procedure to correct this issue before proceeding:

1. Note the unmapped element(s).

2. Click the Continue button to close the error message window.

3. Complete the appropriate portions of the Set Up Accounting Links and Features (see page 394) procedure
to map the unmapped element(s) to the corresponding QuickBooks account(s).

1. Navigate to the AP Postings screen.

1. Ifitis open, close the Data Center (IMS) application.

2. Make sure all other users are logged out of the QuickBooks application.

3. Log in tothe QuickBooks application with Administrator rights.

4. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu
screen.

Post
AP

5. Select Accounting > Post AP from the main menu to display the AP Postings screen.

s - Duna Covae Tengiiyer Foper thert 108 ) — .
rddmn  ldwren  facite  feesws  Gummineg sy Masgeess  Mmbethgs  Mutiime  Pecons  305Mageeess  fucng  ethaung  Raqge  Recseng  Rapos  WorkOwen g

AP Postings

fvolce Mumber . PO Number & Vendor Order « Vendor . Amount 1\ Date Preview Type

3456456 Acusport $14.00 10/11/2013 o
456765434 Aawspont | $2.270.50 | 06/19/2013 [
%!;SJSR 36 | | :A\.npc:n | $8,500. ‘\]06' ;‘.-'.‘J'I‘. (=% E
1 Acusport | 562500 04/18/2013 =
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2. Complete any combination of the following to determine which invoices will display on the screen:
« Enter the desired starting and ending dates in the Date Range fields.
o Enter asearchterminthe Search field.
+ Select a vendor from the Vendor drop-down field.
o Select atype (status) from the Type drop-down field.
3. Click the Submit button to display all invoices matching the selection criteria.

4. Complete the following procedures as appropriate:

Preview and Print an 1. Clickthe invoice’s View button to display the invoice preview
Invoice window.

2. If desired, click the Print button to display the Print window.

3. Modify print options (e.g., select a different printer, adjust
settings, etc.) as needed.
4. Click the Print button to print the invoice.
5. Click the Close button to close the invoice preview window.
Post a Sing le 1. Locate the desired invoice.
Invoice to 2. Click the invoice’s Post button in the Type column to post the
. invoice. This step changes the name of the button from Post
QuickBooks to Posted xx/xx/xxxx (with xx/xx/xxxx being the date of the
Software posting).
Note: Do not click the button in the Type column if it is named
anything other than Post.
Post Multi ple 1. Check the checkboxes in front of all desired invoices to select
Invoices to them (or click the Select All button to select all invoices).
. Note: Do not select an invoice if the button in its Type column
QuickBooks cell is named anything other than Post.

Software 2. Clickthe Post Selected button to post the invoices. This step

changes the name of each invoice’s Type column cell button
from Post to Posted xx/xx/xxxx (with xx/xx/xxxx being the
date of the posting).

5. Click the tab's Close button to close the screen.
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Post Accounting Entries to the Accounting Software

Complete the following procedure to post one or more general ledger entries to the QuickBooks application.

Note: If an error message like the one shown below appears while completing this procedure, one or more
associated items have not been mapped to corresponding QuickBooks accounts.

The following item(s) need to be mapped before any further actions can occur.
CostOfGoodsSold: FIREARMS
Sales: FIREARMS

Complete the following procedure to correct this issue before proceeding:

1. Note the unmapped element(s).

2. Click the Continue button to close the error message window.

3. Complete the appropriate portions of the Set Up Accounting Links and Features (see page 394) procedure
to map the unmapped element(s) to the corresponding QuickBooks account(s).

1. Navigate to the GL Postings screen.

1.

06/19/2013 | $3.200.00

Ifitis open, close the Data Center (IMS) application.

2. Make sure all other users are logged out of the QuickBooks application.
3.
4. LogIntothe Data Center Application (see page 16) to display the Data Center Main Menu

Log in to the QuickBooks application with Administrator rights.

screen.

Post Accounting

ntries

Select Accounting > Post Accounting Entries from the main menu to display the GL

D6/20/2013 | $2.240,08 |
09/77/2013 | $1.950.00|
OR/ZU/2013 | SABITAS |
10701 1

145029

10/04/2013 | $43.67
10/08/2013 | §1.703.54

© owwaons|_sissss
10/10/2013 | 3420574
| 10/11/2013 | 3405000 |
10/14/2013 | $300.00

519569

10/21/2013 | $3,108.43

0U/17/2014 354430
ozouz0l| 5013

2. Complete any combination of the following to determine which entries will display on the screen:
o Enter the desired starting and ending dates in the Date Range fields.
o Select a type (status) from the Type drop-down field.
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3. Click the Submit button to display all entries matching the selection criteria.

4. Complete the following procedures as appropriate:

Preview and Print an

Invoice

1. Click the entry’s View button to display the entry preview

window.

2. Ifdesired, click the Print but

ton to display the Print window.

f
Genessl |
~Select Printer
%Add Printer = Fax
9 Canan_C5035 on arsmnnasdl 1 HP Desklet 950C/952
%8 Canon_C5035 on ARSMNNAS0L acupriv.com 8 Microsoft XPS Docur
£ [0 J 3
Status: Ready Preferences
Location:
Corncnt Find Printer...
-~ Page Range T
Al Mumber of copies: |1 EC
1 Selection C G Page
 Pages ¥ Collate
1213 [ 213
Enter ether a single page number or a single 1 1
page range. For example, 5-12

3. Modify print options (e.g., select a different printer, adjust

settings, etc.) as needed.
Click the Print button to prin

tthe entry.

Click the Close button to close the entry preview window.

Post a Single Entry

to QuickBooks

Locate the desired entry.

N o s

Click the entry’s Post button in the Type column to post the

entry. This step changes the name of the button from Post to

Software Posted xx/xx/xxxx (with xx/xx/xxxx being the date of the
posting).
Note: Do not click the button in the Type column if it is named
anything other than Post.
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Post Multi ple Entries 1. Checkthe checkboxes in front of all desired entries to select
to QuickBooks them (or click the Select All button to select all entries).

Note: Do not select an entry if the button in its Type column
Software cellis named anything other than Post.

2. Clickthe Post Selected button to post the entries. This step
changes the name of each entry’s Type column cell button
from Post to Posted xx/xx/xxxx (with xx/xx/xxxx being the
date of the posting).

5. Click the tab's Close button to close the screen.
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Post Inventory Adjustments to the Accounting
Software

Complete the following procedure to post one or more inventory adjustment entries to the QuickBooks
application.

1. Navigate to the Adjustment Postings screen.
1. Ifitis open, close the Data Center (IMS) application.

2. Make sure all other users are logged out of the QuickBooks application.
3. Log in to the QuickBooks application with Administrator rights.
4

. Log Into the Data Center Application (see page 16) to display the Data Center Main Menu
screen.

i e =

5. Select Accounting > Post Adjustment from the main menu to display the Adjustment
Postings screen.

Adjustment Postings

Adjustment Type
PHYSICAL COUNT ADJUSTMENT
PHYSICAL COUNT ADIUSTMENT

O 0192015 51976 &
Ol 01192018 $1170) [~%

2. Complete any combination of the following to determine which entries will display on the screen:
« Enter the desired starting and ending dates in the Date Range fields.
o Select an adjustment type from the Adjustment Type drop-down field.
o Select atype (status) from the Type drop-down field.

3. Click the Submit button to display all entries matching the selection criteria.

4. Complete the following procedures as appropriate:
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Preview and Print an
Adjustment Record

1.

@ N

Click the entry’s Preview button to display the entry preview
window.

If desired, click the Print button to display the Print window.
Modify print options (e.g., select a different printer, adjust
settings, etc.) as needed.

Click the Print button to print the entry.

Click the Close button to close the entry preview window.

Post a Single Entry
to QuickBooks
Software

N oA

Locate the desired entry.

Click the entry’s Post button in the Type column to post the
entry. This step changes the name of the button from Post to
Posted xx/xx/xxxx (with xx/xx/xxxx being the date of the
posting).

Note: Do not click the button in the Type column if it is named
anything other than Post.

Post Multiple Entries
to QuickBooks
Software

—

Check the checkboxes in front of all desired entries to select
them (or click the Select All button to select all entries).

Note: Do not select an entry if the button in its Type column
cellis named anything other than Post.

Click the Post Selected button to post the entries. This step
changes the name of each entry’s Type column cell button
from Post to Posted xx/xx/xxxx (with xx/xx/xxxx being the
date of the posting).

5. Click the tab's Close button to close the screen.
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AXIS

from AcuSport

POS (Point Of Sale) Management

POS Setup
« Manage POS Options (see page 93)

POS Management

Assign a Drawer to an Employee (see page 410)
Record a Cash Drop (see page 411)

« Reconcile a Returned Drawer (see page 413)
Run a Cash Report (see page 412)
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Assign a Drawer to an Employee
1.

IR

Navigate to the Assign Drawer screen.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu

screen.

2. Select POS Management > Assign Drawer from the main menu to display the Assign

Drawer screen.

Assign Drawer
o

Date: Wednesday, February 19, 2014 12:36 PM

Employee: Drawer Amount Issued: g
Signature POS Position:

Cash Drop - POS Position: Cash Drop - POS Position:
2/19/2014 2/19/2014

Employee: Employee:

Drop Amount: §

Management Signature:

635284101973171915

Drop Amount: §

(management copy’

)

635284101973171915

Cash Drop - POS Position:
2/19/2014

Employea:

Crop Amount: §

Management Signature:

Cash Drop - POS Position:
2/19/2014

Employee:

Crop Amount: §

(management copy

- )
635284101973171015 635284101973171915
Cash Drop - POS Position: Cash Drop - POS Position:
2/19/2014 2/19/2014
Employea: Employee:

Crop Amount: §

Management Signature:

63

5284101973171015

Crop Amount: §

[management capy)

635284101073171915

2

Select the employee from the Employee drop-down field.

Enter the amount of cash in the drawer in the Drawer Amount Issued field.
Select the point of sale position from the POS Position drop-down field.
Click the Submit and Print button to send the document to a printer.

Click the tab's Close button to close the screen.
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Record a Cash Drop

1. Navigate to the Cash Drop screen.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu
screen.

e T e—mne— ey S by o may G Wt Oon o

Drawer Number  §35284101873171915 Amount Receved: 200

N

Scan or enter the barcode value from the cash drop receipt in the Drawer Number field.
Enter the amount of cash received in the Amount Received field.
4. Click the Submit button to close the screen.

w
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Run a Cash Report
1. Navigate to the Point of Sale Cash Report screen.

1.

screen.

Log In to the Data Center Application (see page 16) to display the Data Center Main Menu

Wl T e e e e s it i i oo

Y E
Sesisl

vy e b G b WotDde

Cash
Feport

Select POS Management > Cash Report from the main menu to display the Point of Sale
Cash Report screen.

F e ol %

Vesprr Prieg  Peessg  Rage  Boeseg  Sapem WedOvien S

Point of Sale Cash Report,

Drawer Namber
Sterling Christen 635284168750760831

Total Cash Collected
$150.80

Cash in Drawer Cash Drops

$0.00

Sum = 158.80

# POS Position . Employee
POSL $339.80

Sum = 355,80 Sum = 0.00

If needed, Sort and Filter Onscreen Data (see page 40).

Click the tab's Close button to close the screen.
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Reconcile a Returned Drawer

1. Navigate to the Drawer Reconciliation screen.
Log In to the Data Center Application (see page 16) to display the Data Center Main Menu

1.

screen.

[P e ey e s ey

+ o T

sl=lE “

Drawer

Select POS Management > Return Drawer from the main menu to display the Drawer
Reconciliation screen.

$100

$50

520

$10

$5

$1

+ Start
+ Cash

= Cash
Checks

Signature

Drawer Reconciliationu

Date: Wednesday, February 19, 2014 12:44:27 PM

Cash Drawer #: 0

Currency Count

0

0

0

0

0

0

System Counts

Amount

Sales

- Cash Refunds
- Cash Drops
- Paid Out Cash

In Drawer

50.00
50.00
50.00
50.00
50.00
50.00

50.00

Total: (+cash sales -cash refunds - cash paid out +checks)

Employee:  POS Position:
Coin Count Checks
Dollar 0 Total 0
Half 0
Quarter 0
Dime 0
Nickel 0
Penny 0 Total 0.00
Reconcile
Amount Counted in Drawer Over/Short
$0.00 Cash
Checks $0.00 Checks
$0.00

$0.00
$0.00

I

colum

®© N

n.

9. Clickthe tab's Close button to close the screen.

Scan or enter the barcode value from the drawer assignment sheet in the Cash Drawer # field.
Enter the counted number of each type of bill in the Currency Count fields.

Enter the counted number of each type of coin in the Coin Count fields.

Enter the combined total amount of checks in the Checks Total field.

Click the Submit button to add Cash and Checks amounts to the Amount Counted in Drawer

Click the Reconcile button to add Cash Short and Checks Over amounts to the Over/Short column.
Click the Submit and Print button to send the document to a printer.
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AXIS

from AcuSport

Work Order Administration

This section contains procedures to create, edit, update (with detail or product components), print, and
complete standard (non-serialized) and gunsmithing (serialized) work orders.

Standard Work Orders

Standard Work Orders are used to document custom work that does not involve firearms and will not require
creation or modification of acquisition and disposition records.

o Create a Work Order (non-firearm) (see page 416)

o Update an Open Work Order (non-firearm) (see page 417)

o View and Print Delivered Work Orders (non-firearm) (see page 419)

Gunsmithing Work Orders

Gunsmithing Work Orders are used to document custom work involving firearms and will create/modify
acquisition and disposition records.

o Create a Gunsmithing Work Order (see page 420)

o Update an Open Gunsmithing Work Order (see page 421)

o View and Print Delivered Gunsmithing Work Orders (see page 425)
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Create a Work Order (non-firearm)

1. Navigate to the New Work Order screen.
1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu

screen.

2. SelectWork Orders > New Work Order from the main menu to display the New Work Order
screen.

New Work Order

Supl
Set Due Date
Step 2
Select Customer

Swepd
Work
Description
Swp s
Email

Sead B O Wk Completion

2. Enter the due date (mm/dd/yyyy) or Select a Date (see page 24) with the calendar button in the Set
Due Date field.

Click the Select Customer button to display the Customer Look-up window.

Select or Add a Firearm Customer (see page 29) to add the customer to the screen.

Enter descriptive text in the Work Description field.

Check the Send Email On Work Completion checkbox.

Note: If the selected customer does not have an email address on file, an information window appears.
Click the Continue button to close the window .

ook w

N

Click the Submit button to display a confirmation window .
8. Click the Close button to close the screen.

416 - Work Order Administration AXIS™ Retail Management System



Update an Open Work Order (non-firearm)

1. Navigate to the Open Work Orders screen.

Note: If a work order's Due Date is today, tomorrow, or any day in the past, the system displays it in

red.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu

screen.

T TR TR T T

|

2. Select Work Orders > Open Work Orders from the main menu to display the Open Work

Orders screen.
[5G e gy s Ut 1T

Admn  fhwcnon  fuckter  frewms  Gummiteg  lemryMusgeess  Mesbethgs | Mutire el POlMamgemewt  feorg  Puchawg  fangs  fecesrg  Rapors

Open Work Orders,

1D Dur Date
6 BB SatAugO2 2014 $0.00) Wed hd 23 2014 0855 AM | +Detall | .v|m| Priet
7 M TueAugi22014  $0.00) Wed hul 23 2014 0859 AM| +Detail | +Product | Print

Totl = Date Entered Completed  Delivered '+ Entered By - Edit Descri « Work Description Customer
Super Usar 4

| Siper ser

Complete restaration of |

Restring guitas

2. Ifneeded, Sort and Filter Onscreen Data (see page 40).

3. Complete the following procedures as appropriate to update work orders:

Edit a Work Order's
Description

1.

Click a work order’s Edit button to display its Edit the work
order description window.

2. Editthe textin the field.
3. Clickthe OK button to display the edited description on the
Open Work Orders screen.
Print an Open Work 1. Click a work order’s Print button to button to display a Save
Order As window.
2. Save and Print a Document (see page 48) to create electronic
and hardcopy versions of the work order.
Add a Detail to a 1. Click a work order’s Detail button to display its Work Order
Detail window.
Work Order 2. Enter descriptive text in the Description field.
3. Enter the cost in the Cost field.
4. Click the Submit button.
Add a Product to a 1. Click a work order’s Product button to display the Product
Search window.
Work Order 2. Select a Single Product (see page 27) to add it to the work
order.
3. Repeat steps as needed to add additional products to the
work order.
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Edit a Detail or
Product in a Work
Order

hw

. Click the work order’s Expand (+) button to display its

component record.

Click a detail/product’s Edit button to display its Work Order
Detail window.

Edit the text in the Description field.

Edit the cost in the Cost field.

Click the Submit button to display the edited information on
the component record.

Click the work order’s Contract (-) button to close its
component record.

Remove a Detail or
Product from a Work
Order

. Click the work order’s Expand (+) button to display its

component record.

Click a detail/product’s Delete button to display a deletion
confirmation window.

Click the Yes button to remove the detail/product from the
component record.

Click the work order’s Contract (-) button to close its
component record.

Complete a Detail or
Product in a Work
Order

. Click the work order’s Expand (+) button to display its

component record.

Check a detail/product’'s Completed checkbox to display a
completion confirmation window.

Click the Yes button to display a check mark in the
detail/product’s Completed checkbox.

Click the work order’s Contract (-) button to close its
component record.

Complete an Open
Work Order

Note: If a work order includes details and/or products in its
component record, each of these must be individually marked
"Completed" before the entire work order can be completed. Refer
to Complete a Detail or Product in a Work Order for more

information.

1.

Click awork order’'s Completed checkbox to display a
completion confirmation window.

Click the Yes button to display a check mark in the work
order’s Completed checkbox.

Note: This procedure allows the work order to be received
and paid for in the Register application.

Delete a Work Order

1.

Click a work order’s Delete button to display a deletion
confirmation window.

Click the Yes button to remove the work order from the Open
Work Orders screen.

4. Click the tab's Close button to close the screen.
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View and Print Delivered Work Orders (non-firearm)

1. Navigate to the Delivered Work Orders screen.

#11D | Due Date Total - Entered - Completed ~ Delivered - Entered By - Customer
&) St Aug 02 2014 | $0.00, Wed Jul 23 2014 0859 AM | Print

. Log Into the Data Center Application (see page 16) to display the Data Center Main Menu

screen.

e e e T e
3 [ & T—
= o e 1

Delvered Work|

Orders

. Select Work Orders > Delivered Work Orders from the main menu to display the Delivered

Work Orders screen.

. Enter starting and ending dates in the Date Range fields and press the Enter key to display
results from that time frame.

Delivered Work Orders, 2]

Super User | Marel Motes

2. Ifneeded, Sort and Filter Onscreen Data (see page 40).
3. Complete the following procedures as appropriate to update work orders:

View a Work Order's 1. Clickthe work order’s Expand (+) button to display its

i component record.
Detail/Product 2. Click the work order’s Contract () button to close its
Record component record.
Print a Delivered 1. Click a work order’s Print button to button to display a Save
Work Order As window.

2. Save and Print a Document (see page 48) to create electronic
and hardcopy versions of the work order.

4. Click the tab's Close button to close the screen.
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Create a Gunsmithing Work Order

1. Navigate to the New Gunsmithing Work Order screen.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu
screen.

W= = = e o o e e e e e e
- ~

— '
New Gunsmithing
Work Order

2. Select Gunsmithing > New Gunsmithing Work Order from the main menu to display the
New Gunsmithing Work Order screen.

New Gunsmithing Work Order,

Swpa
Work
Description

Stap 5
Email

2. Enter the due date (mm/dd/yyyy) or Select a Date (see page 24) with the calendar button in the Set
Due Date field.

Click the Select Customer button to display the Customer Look-up window.

Select or Add a Firearm Customer (see page 29) to add the customer to the screen.

Click the Add Gun button to display the Firearm Description window.

Describe a Firearm (see page 37) to add it to the screen. (Repeat steps as needed to add additional
firearms to the screen.)

Enter descriptive text in the Work Description field.

Check the Send Email On Work Completion checkbox.

Note: If the selected customer does not have an email address on file, an information screen appears.
Click the Continue button to close the screen.

I L

© N

9. Click the Submit button to display a confirmation window.
Note: This procedure updates the Gunsmith Bound Book with the acquisition of the identified firearm

(s)-

10. Click the Close button to close the screen.
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Update an Open Gunsmithing Work Order

1. Navigate to the Open Work Orders (gunsmithing) screen.

Note: If a work order's Due Date is today, tomorrow, or any day in the past, the system displays it in
red.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu
screen.

B e e e D e R T s

Aoy B e I
Cpen Work

Orders

2. Select Gunsmithing > Open Work Orders from the main menu to display the Open Work
Orders screen.

Open Work Orders,, “

Completed + Defivered * Ext. Repair + Entered By

2. Ifneeded, Sort and Filter Onscreen Data (see page 40).
3. Complete the following procedures as appropriate to update gunsmithing work orders:

Edit a Work Order's 1. Click awork order’s Edit button to display its Edit the work

T order description window.
Descri ptlon Edit the text in the field.

3. Clickthe OK button to display the edited description on the
Open Work Orders screen.

N

—

Print an Open Work . Click awork order’s Print button to button to display a Save

As window.
Order 2. Save and Print a Document (see page 48) to create electronic

and hardcopy versions of the work order.
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Send a Work Order 1. Check a work order's Ext. Repair checkbox to display a

. vendor selection notice window.
Firearm for External 2. Click the OK button to display the Vendor Look-up window.

Repa' r 3. Selecta Firearm Vendor (see page 32) to display a check
mark in the work order's Ext. Repair checkbox.

Note: This procedure records the disposition of the firearm to
the selected vendor in the Gunsmith Bound Book. Refer to
Manage a Bound Book (see page 224) to view this disposition
and locate its Log #.

4. Record the disposition of the firearm as a detail in the work
order's component record. Refer to Add a Detail to a Work
Order for more information.

Note: Include all pertinent information in the detail
Description. For example, " Firearm was shipped to
<vendor> for repair on <date>; Gunsmith Bound Book Log
<number>."

Receive a Work 1. Uncheck a work order's Ext. Repair checkbox to display a

. firearm confirmation window.
Order Firearm from 2. Click the Yes button to display the Vendor Information

External Repair window.

3. Click the Submit button to close the window and remove the
check mark from the work order's Ext. Repair checkbox.

Note: This procedure records the acquisition the firearm from
the vendor in the Gunsmith Bound Book. Refer to Manage a
Bound Book (see page 224) to view this acquisition and locate
its Log #.

4. Record the acquisition of the firearm as a detail in the work
order's component record. Refer to Add a Detail to a Work
Order for more information.

Note: Include all pertinent information in the detail
Description. For example, " Firearm was received from
<vendor> on <date>; Gunsmith Bound Book Log <number>."

Add a Detail to a 1. Click a work order’s Detail button to display its Work Order
Detail window.

Work Order 2. Enter descriptive text in the Description field.

Enter the cost in the Cost field.

4. Click the Submit button.

w

422 - Work Order Administration AXIS™ Retail Management System



Add a Product to a
Work Order

. Click awork order’s Product button to display the Product

Search window.

. Select a Single Product (see page 27) to add it to the work

order.

Note: Serialized products may not be added to the work
order.

Repeat steps as needed to add additional products to the
work order.

Edit a Detail or
Product in a Work
Order

P w

. Click the work order’s Expand (+) button to display its

component record.

. Click a detail/product’s Edit button to display its Work Order

Detail window.

Edit the text in the Description field.

Edit the cost in the Cost field.

Click the Submit button to display the edited information on
the component record.

Click the work order’s Contract (-) button to close its
component record.

Remove a Detail or
Product from a Work
Order

. Click the work order’s Expand (+) button to display its

component record.

. Click a detail/product’s Delete button to display a deletion

confirmation window.
Click the Yes button to remove the detail/product from the
component record.

. Click the work order’s Contract (-) button to close its

component record.

Complete a Detail or
Product in a Work
Order

. Click the work order’s Expand (+) button to display its

component record.
Check a detail/product’s Completed checkbox to display a
completion confirmation window.

. Click the Yes button to display a check mark in the

detail/product's Completed checkbox.
Click the work order’s Contract (-) button to close its
component record.
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Comp lete an Open Note: If a work order includes details and/or products in its

Work Order component record, each of these must be individually marked
"Completed" before the entire work order can be completed. Refer
to Complete a Detail or Product in a Work Order for more
information.

1. Clickawork order’'s Completed checkbox to display a
completion confirmation window.

2. Click the Yes button to display a check mark in the work
order’s Completed checkbox.

Note: This procedure allows the work order to be received
and paid for in the Register application.

Delete a Work Order 1. Click a work order’s Delete button to display a deletion
confirmation window.
2. Click the Yes button to remove the work order from the Open
Work Orders screen.

4. Click the tab's Close button to close the screen.
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View and Print Delivered Gunsmithing Work Orders

1. Navigate to the Delivered Work Orders (gunsmithing) screen.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu
screen.
i g r—— o T e eyt

o
Delivered Work
Orders

2. Select Gunsmithing > Delivered Work Orders from the main menu to display the Delivered
Work Orders screen.

3. Enter starting and ending dates in the Date Range fields and press the Enter key to display
results from that time frame.
= s o gy e Ui 14T

Delivered Work Orders_, ]
10 | Due Date: Total - Entersd " Completed - Delvered - Entered By - Customer '+ Manufactun er o Model  Serial Number

i 1) Thu Mar J0 2014 | $1.000.00| Mon Mar 10 2014 0850 AM | Print ¥ & Joedan Guck | Jordan Guck | aked? ak4? yiod
[ 3 Thu Mar 20 2014]$1.000.00] Mon Mar 10 2014 0857 AM| Prins s[4 |SuperUser | Drew Knapp | skd? laka7  y150

2. Ifneeded, Sort and Filter Onscreen Data (see page 40).
3. Complete the following procedures as appropriate to update work orders:

View a Work Order's 1. Clickthe work order’s Expand (+) button to display its

i component record.
Detail/Product 2. Click the work order’s Contract (—) button to close its
Record component record.
Print a Delivered 1. Click a work order’s Print button to button to display a Save
Work Order As window.

2. Save and Print a Document (see page 48) to create electronic
and hardcopy versions of the work order.

4. Click the tab's Close button to close the screen.
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AXIS

from AcuSport

Report Administration

This section contains procedures to generate and view a variety of reports and lists to assist in daily, monthly,
annual, performance, and Bound Book reporting.

View the 12 Month Sales Report (see page 429)
View the 80/20 Sales Report (see page 430)
View the ATF Used Gun Report (see page 431)

View the Daily Info Report (see page 432)

The Daily Info Report lists sales from a specific date and includes tax totals and amounts of media taken
in at each register by Cash, Check, Visa, Master Card, American Express, Discover, Gift Cards, AR
Accounts and other cards.

View the Daily Register Report (see page 434)
The Daily Register Report displays total sales and tax from each register.

View the Daily Sales Report (see page 435)

The Daily Sales Report shows the transaction count, total sales, total taxes, and average transaction
amount for any given date or range of dates.

View the General Ledger Report (see page 436)
Manage the Gift Card List (see page 437)

The Gift Card List displays the existing balances of all outstanding gift cards as well as individual
purchases and uses.

View Historic Product Levels (see page 440)
View the Inventory Turns Report (see page 441)

View the ltems Out of Stock Report (see page 442)

The ltems Out of Stock Report provides a list of items that were out of stock for a day or more during a
selected 31-day time period.

View the ltems Sold Report (see page 433)

View the ltem Variance Report (see page 444)

View the Layaway Report (see page 446)
The Layaway Report displays payment details for all customer layaways.
View the Layaway By ltem Report (see page 445)

The Layaway By Item Report displays every item on layaway with the customer's name for verifying
layaway inventory.

View the Audit Log (see page 447)

View the Quantity on Hand Report (see page 448)

The Quantity on Hand Report displays the QOH for a specified date range.
View the Receiving Reconciliation Report (see page 449)

View the Sales by Sales Associate Report (see page 450)
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The Sales By Sales Associate Report provides a record of every sales associate (logged in user) who
completed or received credit for the sale of an item, every sale for which the associate received credit,
and the Gross Profit for each sale expressed in dollars (GP $) and percentage (GP %).

o View the Sales ltem Report (see page 452)
The Sales Item Report lists all items sold and payments received within a specified date range.
o View the Sales Tax Report (see page 453)

The Sales Tax Report shows sales (including taxable sales, nontaxable sales, sales tax refunds, and
nontaxable sales refunds) and taxes collected for every defined tax type for a specified date range.

o View the Value On Hand Report (see page 454)

The Value On Hand Report provides a record of the quantity, total costs, and total value for every item
in inventory.

o View the Vendor Reorder Report (see page 455)
The Vendor Reorder Report provides a list of items that have fallen below their minimum inventory
levels and should probably be reordered.

o View the Voided Transactions Report (see page 456)

o View the Waiting Period Report (see page 457)
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View the 12 Month Sales Report

1. Navigate to the 12 Month Sales Report screen.
1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu

screen.

12 Month

Sales Report

2. Select Reports > 12 Month Sales Report from the main menu to display the 12 Month Sales
Report screen.
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2. Complete the following procedures as needed to modify the list displayed on the screen:
o Checkthe Include Products With No Sales checkbox to display all products.
o Use the scroll bar(s).
o Sortand Filter Onscreen Data (see page 40).

3. Clickthe tab's Close button to close the screen.
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View the 80/20 Sales Report

1. Navigate to the Sales Analysis (80/20) Report screen.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu
screen.

e e e e e e R e
E ¢ P = 3 i 4 = 2 2 S W ® T = = g
g gyl e g ey eyl A ey el e, _.,.. e e e ) ..,:" - 50‘.‘20

N

80720 Sales
Report

2. SelectReports > 80/20 Sales Report from the main menu to display the Sales Analysis
(80/20) Report screen.

P

Sales Analysis (80/20) Report, ]

uPC Depastment QOH ey Sokd % of Qey 5okl Qty 5ok Raek Sades % of Sales Sales Raei Last Cost Prodit % of Profit Profi Rari

Tetal 1 -2 2 B66T% $625.00 96.90% 000 $625.00 AR

6TRI6TRIGTRICTRS TEST 2 2 666TH 1| §62500 P6.90% 1 5000 $525.00 5843%
Gilt Card TEST
it Card TEST

Tetal 1 1 2 E667% $625.00 96.90% $000  $675.00 9843%

Teaal 1 1299 1 3333% 52000 3.10% 51002 S1000 157%

02218813276 TEST 1299 1 13.33% 2| sa000 110% 2 $1002  $10.00 157%
TTEM A TEST
ITEM A TEST

Tetal 2 1297 3 100.00% $645.00 100.00% 51007 563500 100.00%

N

Enter starting and ending dates in the Date Range fields.

3. Click the desired Rank By selection button:

+ Sales Dollars: Select to rank items by sales measured in dollars.
o Profit Dollars: Select to rank items by profit measured in dollars.
o Qty Sold: Select to rank items by number of items sold.

4. If desired, modify the percentages in the Top Percentage and Bottom Percentage fields.

Note: When a value is entered in one of these fields, the system automatically populates the other field
so they total 100 percent.

o

If needed, check the Include Zero Valued Items checkbox to include all items in calculations.
Click the Refresh button to display results for selected options.
7. Complete the following procedures as needed to modify the list displayed on the screen:
o Use the scroll bar(s).
o Sortand Filter Onscreen Data (see page 40).
8. Clickthe tab's Close button to close the screen.

o
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View the ATF Used Gun Report

1. Navigate to the Report List screen.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu
screen.

Other
Reports

2. Select Reports > Other Reports from the main menu to display the Report List screen.
T e ——

L] v iate Report | Sales by iate Repor

2. Click the Execute Report (green arrow) button for the ATF Used Gun report to display the report in
the Report Viewer window.
3. Complete the following procedure to set parameters for the report:
1. Click the Parameters button to display parameter controls.
2. Enter/select report criteria in the fields as needed.
3. Click the Submit button.
4. Click the Parameters button to close parameter controls.
4. Use the scroll bar(s) and or page controls as needed to view the entire report.

5. Complete the following procedures as appropriate:

Print the Report 1. Click the Print button to display the Print window.
2. Modify print options (e.g., select a different printer, adjust
settings, etc.) as needed.
3. Click the Print button to print the document.

—

. Click the Export button to display a drop-down menu of
options.
2. Click the desired option (Excel, PDF, or Word) to display the
Save As window.
3. Browse to the desired location.
4. If needed, edit the document name in the File name field.
5. Click the Save button to save the document.

Save the Report as
an Electronic File

o

Click the Close button to close the Report Viewer window.
7. Click the tab's Close button to close the screen.
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View the Daily Info Report

1. Navigate to the Daily Info Report screen.
1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu

screen.
T T T
bS] = . i i e g s o e i e e
Daily Info
Report

2. SelectReports > Daily Info Report from the main menu to display the Daily Info Report
screen.

3. Enter the desired date in the Date field and click the Submit button to display the report for the
entered date.
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2. Click the tab's Close button to close the screen.
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View the Items Sold Report

Complete the following procedure to generate and view a record of items that were sold during a selected
time period.

1. Navigate to the Items Sold Report screen.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu
screen.

Items Soid
Report

2. SelectReports > Items Sold Report from the main menu to display the Iltems Sold Report
screen.

Items Sold Report

Enter starting and ending dates in the Date Range fields.
Click the Submit button to display results from the selected time frame.

Sort and Filter Onscreen Data (see page 40) as needed.
Click the tab's Close button to close the screen.

ok w0
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View the Daily Register Report

1. Navigate to the Daily Register Report screen.
1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu

screen.
T e e = e e e e e
E ¢ 9 = 3 3T = @ ® T ™ 8 ¥ B B
= ol LBl g -l :_'I"'."T._:,E“: — .; e s e B - g ol i ool el -
Daily Regists
feport

2. SelectReports > Daily Register Report from the main menu to display the Daily Register
Report screen.

3. Enter starting and ending dates in the Date Range fields and click the Submit button to display
data from the entered date(s).

Daily Register Report,
# Dol Stoen . Register Date . Register Cagh Check Vi Mastercard A Discover Oither Caecs Debit Gift Deposit Redemprions Hiouse Account Paid Dut Cash
& 1) 2004 Dec 02 ACURTGL-GMZSSYL $700:00 §21750 $000 5100 000 $0.00. $0.00. $0.00 $0.00 $0.00° $500.00 $0.00°
(=3 1) 2004Decd | ACURTGL-GMISSYL 522459 $000 3000 $000 $000] $0.00 $0.00 s000)  sooa) $0.00 $0.00 $0.00
&, 1| 2014 Dec1l |ACURTGL-GMZSSYL $555.00 $0.00 $0.00 $0.00 $0.00 $0.00 000 $0.00 $0.00 §755.00, 3000 $0.00
Sum=5L479.9% Sum=5212.50 Sum = §0.00 Sum=50.00 Sum=$0.00 Sum=5000  Sum=§0.00 Sum=§0.00 Sum=$0.00 Sum=§500.00 Same$0.00

2. Complete the following procedures as needed to modify the list displayed on the screen:
o Use the scroll bar(s).
o Sortand Filter Onscreen Data (see page 40).
3. Complete the following procedure to view details for a specific date:
1. Click a date's View button to view its Register Payment Detail window.
2. Use the scroll bar as needed to view the entire report.
3. Ifneeded, Sort and Filter Onscreen Data (see page 40).
4. Click the OK button to close the window.
4. Click the tab's Close button to close the screen.
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View the Daily Sales Report

1. Navigate to the Daily Sales Report screen.

Log In to the Data Center Application (see page 16) to display the Data Center Main Menu

1.
screen.
e e --:— - --;- b-:--.—--.-:vw.ah-;a :--:—
F ._:'..Q # 218 g ddan iy anile gl ey s o i
Dty Sales)
Report

Select Reports > Daily Sales Report from the main menu to display the Daily Sales Report
screen.

Enter starting and ending dates in the Date Range fields and click the Submit button to display
data from the entered date(s).
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# Date Trs roducts g ProyTrx e T At Pre-tax Tot Discount: Taxes Totl Taxabile Ssles Mon-Taxable Sales Tax-Exempt OGS Laryawayy Depasits Layaways Completed
2014 Dec 10 0 o 000 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 f
2014 Dec 11 3 14 467 $3T66T $1.130.00 000 W $1.130.00 000 $113000 ) 000 7520 0m
J004 Dec 12 0 o 000 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
2014 Dec 13 0 o] 0,00, 000 $0.00 000 oo 000 $0.00| $0.00| $0.00| 000 woo ﬂ
20t Dec 14 0 o 0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 4]
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Sum =3 Sums 14 Avg=0.78 Aug=$62 78 Sume=$1.130.00 Sum=$0.00 Sum=$0.00 Sum=$1130.00 Sum=$0.00 Sum=$1,130.00 Sum = $0.00 Sum=$475.20 Sum=$0.00 Surm=$0.00

2. Complete the following procedures as needed to modify the list displayed on the screen:

e Use the scroll bar(s).

o Sortand Filter Onscreen Data (see page 40).

3. Complete the following procedure to view details for a specific date:

1.
2.

Click a date to view its Daily Sales Detail window.
If needed, Sort and Filter Onscreen Data (see page 40).

3. Click the OK button to close the window.

4. Click the tab's Close button to close the scre

en.
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View the General Ledger Report

1. Navigate to the Report List screen.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu
screen.

= V- r . " " i [ - - e
e e e o S e
Other
Reports

2. SelectReports > Other Reports from the main menu to display the Report List screen.
T o ——

e WekOvan Smm

L] v iate Report | Sales by iate Repor

2. Click the Execute Report (green arrow) button for the GL Posting report to display the report in the
Report Viewer window.
3. Complete the following procedure to set parameters for the report:
1. Click the Parameters button to display parameter controls.
2. Enter/select report criteria in the fields as needed.
3. Click the Submit button.
4. Click the Parameters button to close parameter controls.
4. Use the scroll bar(s) and or page controls as needed to view the entire report.

5. Complete the following procedures as appropriate:

Print the Report 1. Click the Print button to display the Print window.
2. Modify print options (e.g., select a different printer, adjust
settings, etc.) as needed.
3. Click the Print button to print the document.

—

Click the Export button to display a drop-down menu of

options.

2. Click the desired option (Excel, PDF, or Word) to display the
Save As window.

3. Browse to the desired location.

4. If needed, edit the document name in the File name field.

5. Click the Save button to save the document.

Save the Report as
an Electronic File

6. Clickthe Close button to close the Report Viewer window.
7. Click the tab's Close button to close the screen.
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Manage the Gift Card List

1. Navigate to the Gift Card List screen.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu

screen.

12 Month
Sales Report |

2. Select Reports > Gift Card List from the main menu to display the Gift Card List screen.
Note: If needed, Sort and Filter Onscreen Data (see page 40).

1 & a 1001 | $80,00
1 & & 1002 §525.00
Sum = B05.00

2. Complete the following procedures as needed to manage gift card data:

Note: A "purchase" occurs whenever money is added to a gift card, whether during the initial sale of
the card or at a later time. A "use" occurs whenever money is removed from the card.

View All Gift Card
Purchases and Uses

. Click the Purchases and Uses selection button to display the

purchases and uses report.
Note: If needed, Sort and Filter Onscreen Data (see page

40).

. Click the Current Balance selection button to display the

standard gift card balance report.

View a Specific
Card's Purchases

. Click a gift card's Purchases button to view its Gift Card

Purchases window.
Note: If needed, Sort and Filter Onscreen Data (see page

40).

. Click the Close button to close the window.

View a Specific Gift
Card's Uses

1. Click a gift card's Uses button to view its Gift Card Uses

window.
Note: If needed, Sort and Filter Onscreen Data (see page

40).

. Click the Close button to close the window.
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Import Gift Card
Data

—

Right-click on the list to display a menu of options.

Gift Card List,

Click the Export Template option to export the template
format to an Excelfile.

e T — R P —

Populate the Excel file with gift card information.

Note: The file must adhere to the validation requirements
indicated in row 1 and below:

« No entry may have the same value for Gift Card
Number as any other entry in this file or already in the
system.

« Current Balance must be a positive integer.

Save the Excelfile.

Click the Import button on the Gift Card List screen to

display the Load Excel Import window.

B Downioads

mmmmm = [Emtldermts Lood Dol o)

o

Browse to the desired location.
Double-click the saved Excel file to select it and start the
import process.

If the system detects any errors, it displays the Import
Complete with Errors window.
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Import Complete with Errors

Last Name is required, and was not supplied: 1

0 items uploaded 1 Errors

Please Print or Save the errors

Complete any of the following as needed:

o Click the Print/Save button to display the errorsin a
formatted template file that may be manually printed
and/or saved. Click another button as appropriate to
close this window.

o Click the Continue button to continue with the import
for the uploaded items.

o Click the Cancel button to cancel the import.

9. When the import is complete, the system displays the Upload
Complete window.

Upload Complete

3. Click the tab's Close button to close the screen.
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View Historic Product Levels

Note: A Product Level Snapshot provides a Quantity on Hand record for a specific date. The system is
scheduled to generate a Product Level Snapshot at the end of every calendar month (either after the close of
business on the last day of the month or at the start of the first day of the new month). This snapshot offers

inventory valuation and quantities for month-end and may be used as a starting point for generating other
reports.

1. Navigate to the Historic Product Levels screen.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu
screen.

ey S g s e
Z § v = a - e = =
o 4 " & 3 4 3 E| v . x

Product Level
Snapthots

2. Select Reports > Product Level Snapshots from the main menu to display the Historic
Product Levels screen.

3. Select the desired date from the Select Date drop-down field.

# Store . Product UPC 1 Product Description Price . Physical Gob . Min Level . Ma
1 GIO42000036 | Lasergrip Standard Polymer KelTec PIAT $199.00 5 [

2. Ifneeded, Sort and Filter Onscreen Data (see page 40).
3. Click the tab's Close button to close the screen.
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View the Inventory Turns Report

Note: The system requires a minimum of 6 months of sales data to produce an Inventory Turns report.

1. Navigate to the Inventory Turns screen.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu
screen.

2. Select Reports > Inventory Turns from the main menu to display the Inventory Turns
screen.

3. Enter starting and ending dates in the Date Range fields and click the Submit button to display
data from the entered date(s).

Note: If needed, Sort and Filter Onscreen Data (see page 40).

Inventory Turns,

2. Click the tab's Close button to close the screen.
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View the Items Out of Stock Report

Complete the following procedure to generate and view a record of items that were out of stock for a day or
more during a selected 31-day time period.

1. Navigate to the Items Out of Stock Report screen.
1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu

screen.

2. Select Reports > Inventory Reports > Items Out of Stock Report from the main menu to
display the Items Out of Stock Report screen.

Items Out of Stock Report
cuntoge [nae |- o) [

| somcn =

| Om e 4| Gt | anr 008 < Wt By | g ot 4 | D 00K | o Dty S| Lot fabes | Lot Sadend Aot p
7| wevee | o o t oo o 2

00

2. Enter starting and ending dates in the Date Range fields.
Note: The range must not exceed 31 days.

3. Click the Submit button to display results from the selected time frame.

Note: If anitem is out of stock for less than an entire day (from midnight to midnight), it will not display in
the results.

4. Sortand Filter Reporting Screen Data (see page 44) as needed.

5. Clickthe Report tab to display the report.
Note: The report reflects the filters and controls selected on the Raw Data tab.

Items Out of Stock Report
. |

IOSINA  ebab ]
The Gun Company Items Out of Stock P
Store Cne

i Generated
Date Range: 11/8/2014 - 12/8/2014 12/8/2014

S:27:00 AM

Avg
on Date Rstail Avg Days  Dally Lest Lest Lest
wEG 2 uPc Order ol 008 Prics Ceat 0OS  _Sales _Saes Sales § oGP

005 8 -1 o0 000 000
oo 000 $0.00

(1] $0.00 $0.00

- End of Report -

6. If desired, complete the following procedure to print the report:
1. Click the Print report button to display the Print window.

2. Modify print options (e.g., select a different printer, adjust settings, etc.) as needed.
3. Click the Print button to print the document.
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7. Click the tab's Close button to close the screen.
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View the Item Variance Report

1. Navigate to the Report List screen.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu
screen.

Other
Reports

2. SelectReports > Other Reports from the main menu to display the Report List screen.

B s - s Contr e oper User M E—————
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e et 1 - ¥ " - ot Seapinct ks g e C

[ESr—
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2. Click the Execute Report (green arrow) button for the Iltem Variance report to display the report in
the Report Viewer window.
3. Complete the following procedure to set parameters for the report:
1. Click the Parameters button to display parameter controls.
2. Enter/select report criteria in the fields as needed.
3. Click the Submit button.
4. Click the Parameters button to close parameter controls.
4. Use the scroll bar(s) and or page controls as needed to view the entire report.

5. Complete the following procedures as appropriate:

Print the Report 1. Click the Print button to display the Print window.
2. Modify print options (e.g., select a different printer, adjust
settings, etc.) as needed.
3. Click the Print button to print the document.

—

Click the Export button to display a drop-down menu of

options.

2. Click the desired option (Excel, PDF, or Word) to display the
Save As window.

3. Browse to the desired location.

4. If needed, edit the document name in the File name field.

5. Click the Save button to save the document.

Save the Report as
an Electronic File

6. Clickthe Close button to close the Report Viewer window.
7. Click the tab's Close button to close the screen.
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View the Layaway By Iltem Report

1. Navigate to the Layaway By Item Report screen.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu
screen.

Layaway By
Item Report

2. Select Reports > Layaway By Item Report from the main menu to display the Layaway By
Item Report screen.

3. Enter starting and ending dates in the Date Range fields and click the Submit button to display
data from the entered date(s).

Layaway By Item Report,
vieen ) [veen ) (DR

# Store . LPC . Product Description - Layeway ID | Contract Date & Customer Full Name

2. Ifneeded, Sort and Filter Onscreen Data (see page 40).
3. Click the tab's Close button to close the screen.
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View the Layaway Report

1. Navigate to the Layaway Report screen.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu
screen.

e o e e = e S e R e
E ¢ © - i # 4 - = - (oS =0 = ] « B
b= oo ey~ gy e el o o ] - RSy ey~ el e 1
~

Laysway

Report

2. SelectReports > Layaway Report from the main menu to display the Layaway Report
screen.

3. Enter starting and ending dates in the Date Range fields and click the Submit button to display
data from the entered date(s).

Layaway Report,

41 Sore . LastMame .. First Name .. Date Crested . DuysOld . Delivered Date . Total Initlal Payment Amgunt Paid Ameunt Dus
Suen = 0.00 Sumn = 0.00 Sum = 0.00

2. Complete the following procedures as needed to modify the list displayed on the screen:
o Checkthe Include Zero Balances checkbox and click the Submit button to display all
layaways.
o Use the scroll bar(s).
o Sortand Filter Onscreen Data (see page 40).
3. Complete the following procedure to view details for a specific layaway:
1. Click the layaway’s Expand (+) button to display its component record.
2. Ifneeded, Sort and Filter Onscreen Data (see page 40).
3. Clickthe layaway’s Contract (=) button to close its component record.
4. Click the tab's Close button to close the screen.
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View the Audit Log

Complete the following procedure to generate and view a record of the following occurrences:

o Login attempts, successful logins, and logouts

o Changes made to Security Management settings

+ Changes made to Last Cost and Avg Cost fields through the Product Maintenance screen
« Views of and changes made to the Credit Card Setup screen

« Views of the Audit Log screen

Note: A user must be granted the AuditLogView permission to view/use this feature.

1. Navigate to the Audit Log screen.
1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu

screen.

‘ : a H

g e Bl Ly ey el B e (ot Tl el e ey e

atizg
Audit Log
o [

# Date Time User jie] Table Field Event Previous val lue . New value Machine Name
12/08/2004| 535 AM  Super User Viewing audit log report Manualduda Start Date: 12-01-2014 End Date: 12-08-2014 | ACURTGL-GMZSSY1
12/08/2014 | %35 AM | Super Uiser Wiewing audit log report Manualaust S1art Date: 12-01-2014 End Date: 12-08-2014 | ACURTGL-GMZSSYL
1270872004 B:30 AM | Super User 83 LoginTrac tking LoginTrackingdD | Insent 58 ACURTGL-GMZSSY1
12/08/2014| B:30 AM Super User 88 4 EmpiayeeiD Irsert 1 | ACURTGL-GMZSSYL
12/08/2014) 8:30 AM | Super User |88 LoginTracking LoggedinTime | Irsert 12/8/2014 B:3007 AM ACURTGL-GMZSSYL

Faanemgts Trsert a ACURTGL-GMZSSYL
Manualaust User name: 100001 ACURTGL-GMZSSY1

2. Complete any of the following procedures as desired to determine which records are displayed on the
screen:
« Filter by Date:
Enter starting and ending dates in the Date Range fields and click the Submit button to display
results from that time frame.
o Sortand Filter Onscreen Data (see page 40).
3. Clickthe tab's Close button to close the screen.
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View the Quantity on Hand Report

1. Navigate to the Quantity on Hand Report screen.
1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu

screen.
[ — T T -
i — = 8 Y B B
o T AR RS S e
Quantity On
Hand Report

2. SelectReports > Quantity on Hand Report from the main menu to display the Quantity on
Hand Report screen.

3. Enter the desired date in the Date field and click the Submit button to display the report for the
entered date.
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2. Complete the following procedures as needed to modify the list displayed on the screen:
o Use the scroll bar(s).
o Sortand Filter Onscreen Data (see page 40).

3. Clickthe tab's Close button to close the screen.
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View the Receiving Reconciliation Report

1. Navigate to the Report List screen.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu
screen.

Other
Reports

2. Select Reports > Other Reports from the main menu to display the Report List screen.
T e ——

L] v iate Report | Sales by iate Repor

2. Click the Execute Report (green arrow) button for the Receiving Reconciliation report to display
the report in the Report Viewer window.
3. Complete the following procedure to set parameters for the report:
1. Click the Parameters button to display parameter controls.
2. Enter/select report criteria in the fields as needed.
3. Click the Submit button.
4. Click the Parameters button to close parameter controls.
4. Use the scroll bar(s) and or page controls as needed to view the entire report.

5. Complete the following procedures as appropriate:

Print the Report 1. Click the Print button to display the Print window.
2. Modify print options (e.g., select a different printer, adjust
settings, etc.) as needed.
3. Click the Print button to print the document.

—

. Click the Export button to display a drop-down menu of
options.
2. Click the desired option (Excel, PDF, or Word) to display the
Save As window.
3. Browse to the desired location.
4. If needed, edit the document name in the File name field.
5. Click the Save button to save the document.

Save the Report as
an Electronic File

o

Click the Close button to close the Report Viewer window.
7. Click the tab's Close button to close the screen.
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View the Sales by Sales Associate Report

Complete the following procedure to generate and view a record of every sales associate (logged in user)
who completed or received credit for the sale of an item, every sale for which the associate received credit,
and the Gross Profit for each sale expressed in dollars (GP $) and percentage (GP %).

1. Navigate to the Report List screen.
1. Log Into the Data Center Application (see page 16) to display the Data Center Main Menu

screen.
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2. Clickthe Execute Report (green arrow) button for the Sales by Sales Associate Report option to

display the report in the Report Viewer window.
e e T T e~

B g -
Sales By Sales Associate Report
ARS ~ Axis One

Frem 124/7013 mough S429H4
Dite: Subeited 06.04. 200
Time Subeiod 081148

Empioyes Mame Medate Dute Time  Iransadtion i Sale Type Brodwct UPT  Maoutecturers # Deacription QLY Soid Sale Price Igial Sales GPY GE%
e

ww sur

® “ e o0 90
iy [ umam FErT Py

(=" 1 Voo e T

100 s

g8 & 2 =
EEEEE
-
i s & 3
5

3. Complete the following procedure to set parameters for the report:
1. Click the Parameters button to display parameter controls.
2. Enter/select report criteria in the fields as needed.
3. Click the Submit button.
4. Click the Parameters button to close parameter controls.
4. Use the scroll bar(s) and or page controls as needed to view the entire report.

5. Complete the following procedures as appropriate:
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Print the Report

N —

. Click the Print button to display the Print window.
. Modify print options (e.qg., select a different printer, adjust

settings, etc.) as needed.
Click the Print button to print the document.

Save the Report as
an Electronic File

BN

3.
4.
5,

. Click the Export button to display a drop-down menu of

options.

Click the desired option (Excel, PDF, or Word) to display the
Save As window.

Browse to the desired location.

If needed, edit the document name in the File name field.
Click the Save button to save the document.

6. Click the Close button to close the Report Viewer window.
7. Click the tab's Close button to close the screen.
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View the Sales Item Report

1.

Navigate to the Sales Item Report screen.

1.

Log In to the Data Center Application (see page 16) to display the Data Center Main Menu

screen.

Select Reports > Sales Item Report from the main menu to display the Sales Item Report
screen.
Enter starting and ending dates in the Date Range fields and click the Submit button to display
data from the entered date(s).

Umgiyee, bupe Uier! L0
= Adgmn fhocmon  fockse:  fresms  Cumimiteg  ieestory Marsgueeass  Menberihgs Muntiore  Pemonewl P03 Mamagemet  eceg Puctanng Range Paceng Leporm
E ¢ O = 4 3 4 = 2 2 SO @ O T wm ¥ =
Oudy ke Dedy Saies Sobws ey Vessied Doty et Dadly Register ket Tam - Quartity O Lopmmiy Loy By Ievinry GACad Productlewd  LIMosth SO0 Sses POlduse  Owher
Report  Mopon  Repon  Taemstom Sokifeport Report gori M frgot fepon  bemfepon  Tum Lt Seapren  Seefapor  Rapar g Maporn
Fa—
Sales Item Report,
# Date Register THX® . Store . Department Marufacturer item Product UPC Description . Regular Price Secad Price Discounted Cost Gross Profit Custamer #
2014 Mar 10 | TEST2 3001 1| MEMBERSHIPS | STORE M Mite's Test Membership $50.00 $50.00 $0.00 $0.00 $50.00 5006
30016 1 New Guns. :le COLT XvZ O13%27I91M4 | COLT COLT XYZ, S/ BEOD $850.00 £550.00 f000 $000| $850.00 5005
20017 1 Work order Labor $150.00 $150.00 $0.00 $0.00 $150.00 5005
0| 1jmest et et 15000, sssac0] w0 sssa00 sa00| stcs
0018 1 $150.00 $150.00 $0.00 $0.00 $150.00 4005
{ 30018 1| TEST TesT Test $850.00 550,00 50,00 $850.00 £0.00 400%
2014 Mar 10 | TEST2 30019 1| MEMBERSHIPS | STORE M $50.00 $50.00 $000 000 $50.00 5006

2. Complete the following procedures as needed to modify the list displayed on the screen:

o Use the scroll bar(s).
o Sortand Filter Onscreen Data (see page 40).
3. Click the tab's Close button to close the screen.
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View the Sales Tax Report

1. Navigate to the Sales Tax Report screen.
1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu

screen.
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2. Select Reports > Sales Tax Report from the main menu to display the Sales Tax Report
screen.
3. Enter starting and ending dates in the Date Range fields and click the Submit button to display

data from the entered date(s).
= D oo gy b e 105
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Sales Tax Report,

e ses Retrr -
# Tax Authority . Tax Rate + Total Sales 563 RetUMS | Sales Roturs Tax Exempt . NonTaxabie Sales  Taxable Sales 1, Tax Refunded 1 Tax Payable ( "1 Taxable Sales
Taxable NaT phs tax
Sum = 0.00 Sum = 0.00 Sum = 0.00 Sum = 0,00

2. Ifneeded, Sort and Filter Onscreen Data (see page 40).
3. Click the tab's Close button to close the screen.

User Guide Report Administration - 453



View the Value On Hand Report

Complete the following procedure to generate and view a record of the quantity, total costs, and total value for
every item in inventory.

1. Navigate to the Value On Hand Report screen.
1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu

screen.

Items Out Of Stock Report

Vialue On Hand Reparnt
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2. Sort and Filter Reporting Screen Data (see page 44) as needed.
3. Clickthe Report tab to display the report.
Note: The report reflects the filters and controls selected on the Raw Data tab.

Mciowing  CotmerAdmn  lcrion  fucite  fremwn  Gummiheg  etyMasgeees | Mebwshgr Mty Prsorsl Rl Mwagemest  fecrg  Pwthong  Rege  Racerg  feiom  WokOwn s
E ¥ 9§ = 3 4 = 2 2 & [ I . . -
Dol DadySaies Saleihes  Vodled  bows Sl Dadyfepite SeeiTas CusityOn Laywwsy  Layewey By lestory el Feobatiow  1IMseth B0 Gale Vesdo Rewdt Aelt O
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Value on Hand Report
R Data | Rt
AT A L Ak it i | T 2l B
The Sun Sompany Value on Hand Pagel
Store One Generated
121872014
§:03:40 AM
Avg Ext Last Retail Ext Retall
L. Item MIG # Tem. Qot Cost Avy Cost Cost Price Price.
ACCESSORIES Lasergnp KelTec PIAT LG40 CRIMSON TRACE WEAPON LIGHT LASER ”m $125.00 $8,750.00 2500 $125.00 $8.750.00
ACCESSORES FIIRIIH0] Glowes, men's large TEST TEST ITEM 53 $0.17 was §ras $0.00 $0.00
ACCESSORIES PRI Boots, men's soe 12 TEST TEST ITEM n IR $137.75 2755 $0.00 $0.00
ACCESSORIES 999939995003 Hat, men's stocking cap TEST TEST ITEM » $0.13 L] $0.7% $L% $58.50
AMMUNITION IASETRILIA 10w of wet snow BLACKHAWYTY GUNSAFE L) $0.00 000 $0.00 $A5.00 $0.00 1
FIREARMS 01352719124 TEST FIREARM A (eeh g PSTOL L] $THLM $53,250.00 750000 $850.00 $58,650.00
FIREARMS 013SFTINIS TEST FIREARM B LT PESTOL 0 E=1a98 $40,74.00 P00 Ear $44.556.50
FIREARMS 023614259558 st frparmy TEST T PISTOL 7 1538 $8,000.00 $500.00 $500.00 $6,500,00
FIREARMS A0 Usad Firearm: Handgun STORE HANDGLM a $0.00 000 $0.00 $0.00 $0.00
FIREARMS FIPOTIH0T Ussnd Firearmec Longgun STORE LONGGUN o $0.00 000 000 $0.00 $0.00
FIREARMS 999999090507 frearm TEST HANDGUN 2 $200.00 $400.00 $100.00 $125.00 $250.00
SERIALIZED ITEMS 624883179123 Test Seralzed Rem ARS TEST ITEM 18 §9.44 $170.00 $10.00 $20.00 $360.00

4. If desired, complete the following procedure to print the report:
1. Click the Print report button to display the Print window.
2. Modify print options (e.g., select a different printer, adjust settings, etc.) as needed.
3. Click the Print button to print the document.

5. Click the tab's Close button to close the screen.
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View the Vendor Reorder Report
Complete the following procedure to generate and view a record of items that have fallen below their
minimum inventory level.
1. Navigate to the Vendor Reorder screen.
1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu

screen.
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Report

2. SelectReports > Vendor Reorder Report from the main menu to display the Vendor
Reorder screen.
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2. Select a vendor from the Vendor drop-down to display a list of the vendor's items with inventory values
below their minimum levels. (Select the Select All option to view items from all vendors.)

Note: Anitem with a QOH that is lower than its minimum level will not display if either of the following is
true:

o Theitemis not associated with the selected vendor(s).
« Theitem's on-order quantity is sufficient to bring its inventory value up to or above its maximum
value.
3. Sort and Filter Reporting Screen Data (see page 44) as needed.
4. Click the tab's Close button to close the screen.
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View the Voided Transactions Report

1. Navigate to the Voided Transactions screen.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu
screen.
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2. SelectReports > Voided Transactions from the main menu to display the Voided
Transactions screen.

3. Enter starting and ending dates in the Date Range fields and click the Submit button to display
data from the entered date(s).
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vt (oo G (R

# View Time & Date . Vioid Time & Date « POSID & Total Customses Mame . Sale Emplayee . Void Employee . Vokd Manager

2. Complete the following procedures as needed to modify the list displayed on the screen:
o Use the scroll bar(s).
o Sortand Filter Onscreen Data (see page 40).
3. Complete the following procedure to view details for a specific transaction:
1. Click atransaction's View button to view its Voided Transaction Detail window.
2. Ifneeded, Sort and Filter Onscreen Data (see page 40).
3. Click the OK button to close the window.
4. Click the tab's Close button to close the screen.
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View the Waiting Period Report

Complete the following procedure to generate and view a list of every customer who is in a waiting period to
receive a firearm, the firearm to be transferred, and the date/time when the waiting period ends.

1. Navigate to the Report List screen.

1. Log Intothe Data Center Application (see page 16) to display the Data Center Main Menu
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2. Click the Execute Report (green arrow) button for the Waiting Period Report option to display the
reportin the Report Viewer window.

Note: If the waiting period has ended, its End Day and End Time columns will be highlighted in red
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3. Complete the following procedure to set parameters for the report:
1. Click the Parameters button to display parameter controls.
2. Enter/select report criteria in the fields as needed.
3. Click the Submit button.
4. Click the Parameters button to close parameter controls.
4. Use the scroll bar(s) and or page controls as needed to view the entire report.

5. Complete the following procedures as appropriate:

Print the Report 1. Click the Print button to display the Print window.

2. Modify print options (e.g., select a different printer, adjust
settings, etc.) as needed.

3. Click the Print button to print the document.
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Save the Report as
an Electronic File

3.
4.
5,

Click the Export button to display a drop-down menu of
options.

Click the desired option (Excel, PDF, or Word) to display the
Save As window.

Browse to the desired location.

If needed, edit the document name in the File name field.
Click the Save button to save the document.

6. Click the Close button to close the Report Viewer window.
7. Click the tab's Close button to close the screen.
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